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AN INTRODUCTION TO EBCE

Experience-Based Career Education (EBCE) is a findamentally different
type of education for secondary students. While students in
traditional programs attend full-day classes at tha high school,

EBCE students spend a major portion of their time on learning
projects in the community. Activities in EBCE are tailored to
individual needs, abilities, learning styles and goals, and students
are guided in their learning through ongoing relationships with a
variety of working adults in the community.

Through real world interactions with adults, EBCE students learn
about careers, about life, about other Pecple, about themselves.

In addition, students learn the basic skills of critical thinking,
science, personal and social development, functional citizenship

and creative development. They gain competence in the skills adults
need to function effectively in a technological society. They learn
to be responsible by helping design their own learning activities
and by following a set of accountability standards that parallel

the standards working adults are expected to maintain on the job.

Perhaps most importantly, students in EBCE learn how to learn: how
to plan learning activities, how to find and use resources in the

-community and how to build on experience. Learning becomes for them

a lifelong process with its own rewards directly related to each
individual's personal choices and goals.

THE (CE)2 PROGRAM

Since the fall of 1972, a model EBCE program has been operating in
Tigard, Oregon, .under the ‘sponsorship and technical assistance of
the Northwest Regional Educational Laboratory (NWREL) and with
funding from the National Institute of Education (NIE). The Tigard
version of EBCE--called Community Experiencas for Career E- o

or (CE),--is a full-“'me educational alternative for youth i-
junior . 1 semic. hiyu school years. The program server -

percent o the aligible student body at Tigard High Schooi.

The majo: ; of student learning takes place at sites in the southwast
Portland . =ropolitam area. When students are not pursuing learning
activities n the community, their hcme base is the (CE) ; learning
center. Staff at the learning center are not teachers in the
traditicnal sense, but facilitators of student learning, helping
students design and follow their own learning plans within a
prescribed curriculum and program completicn requirements. Vol teprs
at community sites serve major support roles in student 1 wing
Policies for (CE), are determined by a board of di -actors nos.

of students, ~ s, employers, labor leaders and schc.




STUDENT SERVICES

representatives. When students leave {CE)E they receive a unigque
portfolio displaying their community experiences and accomplishments,

and upon completion of program requirements they receive a standard
diploma from Tigard High Scheol.
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THE EBCE HANDBOOKS

Based on (CE),'s experiences, NWREL has compiled a five-volume set of
handbooks which detail how to set up and operate an EBCE praogram. These
handbooks represent three years of development, revision and refinement
of the original EBCE medel. As with any ongoing program, processes

and materials are continually being revised, both at (CE). and in
various school districts now implementing all or parts of the program.

Each of the handbooks is devoted to a particular area of operations:
Management & Organization, Curriculum & Instruction, Employer/Community
Resources, Student Services and Program Evaluation. A program brochure
complements the handbooks and provides ap introduction to EBCE. The
brochure contains general information about the ERCE curriculum, key
program elements and evaluation findings. Contents of the individual
handbooks are summarized below.

MANAGEMENT & OQRGANIZATION

Management & Organization treats overa]'  -rationa. .unsideracions
for an EBCE program: how such a program ' s organized, governed,
"fad and made visible to the public and how everyday program
::52s88 1s managed. The handbook is divided into four sections:

"Program Planning & Governance" outlines the steps for satting
up and operating an EBCE program, including community
involvement in program planning, suggestions for surveying
potential support, meeting legal and educational requirements,
securing program approval and broviding an adeguate base for

policymaking.

"Personnel" describes the genera_ staff functions that are
needed to operate an EBCE program. It alsc siggests -rocedw .5
and considerations for recruiting . | selecting staff,
determining salaries and benefits, establishing working
conditions, orienting staff and providing staff development.

"Business Management" discusses such operational details as
budgets, financial reports, office procedures, insurance,
health and safety provisions, facilities and transportation.

LJ
Q v J

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

STUDENT SERVICES

"Communicy Relations” suggests strategies for introducing EBCE
to the community and meeting the ongoing information needs of
various audiences, both internal and external, including board
members, staff, students, parents, business and labor, the
educatioral cormunity and the community-at-large.

Cuf?;cu;um & Instruction covers the content and processes of student
learning in EBCE and the rescurces a community-~based program makes
available to students. There are nine sectians to this handbook:

"Curriculum Qutcomes” provides basic definitions of key
st

curriculum elements and describes what students learn whil. 1
the program; the section include= -~ -2’ sutcome goals and
specific objectives to help str .zibe for student
performance in three broad area: Aife Skills, Basic Skills

znd Caresr Davelopnment.

"Learning Plan Negotiation" focuses on techniques for
individualizing student goal setting «. . prescribing learning
plans tailored to eazch student's needs, interests, abilities
and learning style, Topics in this section include program
requiremen'! , accountabilitw standards, assessment, learning

site analysis and negotiation of learning activities.

stegs far students E;fst exper;en:es at wa:kglaces ;n the
local community.

"Projects" describes planning and implementation steps for
developing i dividualized learning concracts with each student
that combine activities in Life Skills, Basic Skills and
Career Development.

"Learning & Skill Building Levels" describes planning and

implementation steps for more extensive student involvement in

project ; and skill development activities at workplaces in the
. Cg 141011 LY 71i§y-} ’

"Competencies" describes planning and implementation procedures
for insuring that students acquire the essential survival
skills needed to function in today's society.

"Student Journals" describes planning and implementation
procedures for encouraging student use of journals as a means
of reflecting on personal experiences and building trust
relationships with staff.
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"Employer Semirars” describes planning and implementation steps
for utilizing community representatives in large group student
seminars on important career development topics and issues.

"Learning Resources" describes EBECE's approach to using the
community as a vast resource for student learning and details
procedures for finding, accessing and using learning resources.

MI

EMPLOYER/COMMUNITY RESOURCES

B

Emplover/Community gsg,

most student learning ac

ces treatses the estzblishment, maintenance
employer and community sites at which
’ltles take place. This har. . book

and use of the network o

m‘l’ \Hn‘

consists of thre= section

"Site Recruitment" details procedures for involving employers
and other community site personnel in the EBCE program. Topics
include cthe role and functions of the employer instructor,
estimating the necessary number and types of sites, incentives
for participating in EBCE, ideatifying and contacting potential
learning sites and adding sites to the network.

to g$ve Slf? per;@nnal the ;nfa:mat;cn and Eraln;ng théy need
to work effectively with studerts.

"Site Utilization" deals with the use of employer and community
volunteers and sites to ‘deliver student learning. Included

are procedures for assessing the educational potential of
individual sites (learning site analysis), supporting employer
instructors as they work with students (site maintenance) and
exchanging information among staff and between s%aff and site
personnel, as well as staff responsibilities for working with
site personnel.

| STUDENT SERVICES

Student 53:?1:25 covers considerations and Ef@:edurés for admitting

students to the program, keeping records of student work,

credentialing students when they leave the Program and supporting
individual student growth. The handbook is divided into three

sactions:

‘L-_..
e



STUDENT SERVICES

"Program Entry/Exit" details alternatives for enrclling students
in the EBCE program and preparing them for a new type of
education. Topics discussed in this section include criteria
and timelines for student recruitment and selection, recruitment
Presentations, selecticn procedures, orientation sessions,
transfer into and out of the program and program completion.

"Student Records" covers procedures and considerations fo-
collecting, recording, interpreting and reporting information
on student progress through the EECE progzam. Sample forms are
2isplayed, including a student credential that provides a
permanent record of student performance consistent with the
individualized nature of EBCE. The section also includes a
discussion of the confidentiality of student records.
"Guidance" concerns those services, processes and interactions
that help students understand and benefit from their individual
experiences. This section includes discussion of program year
action zones, the student accountability system, zone progress
meetings, zone debriefings and referral ro outside agencies.

PROGRAM EVALUATION

The Frogram Evaluation handbook contains two sections:

An "Overview" sets the background for understanding ERBCE
evaluation and how it relates to other elements of the program.

A glossary of key evaluation and EBCE terms used in this handbook
is provided.

"Steps to Follow" organizes the evaluation Process into an easy-
to-follow sequence of steps. The checklist which begins this
section prevides a useful guideline for the busy =valuator,
administrator or program staff member. Each ster in the checklist
is keyed to a portion of the following narrative, which supplies
det:ils and discussion for each point.

Student Services and Program Evaluation also include sections of
appropriate reproducible materials which school districts may duplicate
and use in their own EBCE programs.

[E—
f i,
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Introduction

1. The PREVIEW (colored page at the beginning of each
section) includes a2 definit:.n of the element of EBCE
discussed in the sectior, the purposes and underlying

assumptions of that program element and the people
involved in delivering that portion of EBCE. The
Pfeviéw may alea inilgde a statement of the

aspe:tz @f éBCE
2 STEFS TO FOLLOW is a cclored page suggesting a step-
by-step szzguence for planning and implementing the

3. A NARRATIVE SECTION (on white paper) explains the
process behind each step. Thlis section LEuSle
contains background information based on (CE)s
experiences and may suggest alternative CQufSES of

action. CROSS-REFERENCES guide the reader to related
material locatel elsewhere in the hanrdbooks.

I Each handbook also has APPENDICES of materials to supplement the
information in the handbook, and an INDEX for all the handbooks
to help users locate informatioii.

£
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STUDENT SERVICES

TIMELINE FOR EBCE PLANNING e

Month i 7Ac;j”y1'1;ié5 ) j ' Activities
) 1. - Attend EBCE awareness presentations
1 2. Frepare EBCE information materials
3. Select and orient planning group
4. Attend training session
5. . Conduct survey of community interest
. 2 6. Prepare first draft budget and staffing plan
7. Begin presentations to key groups
8. Secure initial efployer commitments
= 9. Designate support system needs
. 10. Prepare curriculum design
v 11. Design student recruitment procedures
3 12. Prepare evaluation design
13. Prepare overall management plan
14. Prepare final budget and staffing plan
. —— 15. Secure planning group app~—oval of total plan
16 Secure school board approval
17. Secure state agency appfﬁval
4 18. Establish formal advisory group
19. Select staff E
20. Select students - B
21. Salect 'F:'E(:ﬁ facility .
5 22.  Orient new staff
) 23, bBedin signup for.specific e.mj loyer sites
24. Occupy EBCE facility
25. Attend training sesasien
6 26. Finalizgé@riculuﬁ Eél;ver}? gyatem i
27. ©Establish student services system '
) 28. Fipalize managemont system )
29. Obtain/print supplies, materials, forms
30. Begin program-’
7‘ '
¥
8
* —— ﬁi,s planning Eimiiﬁe lista key activities in
9. preparing to operate an ERCE program. Details
- —ee on activities can be fouad in the EBCE
- handbooks developed by NWAEL, as referenced on
_ the following page. Information about
10 X training sessions is alze available from NWREL.

)
[
[
~
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Introduction

TIMELINE REFERENCES
|

Each EBCE handbook,backs up the general planning timeline
yith details and fac111tat1ng steps, as referenced belouw:

TIMELINE STEPS HANDBOOK TITLE & SECTION

3, 5, 15-18 . Management & Organization,

"Program Planning & Governance"

6, 13, 14, 28 Maqgggment & Organization,
i N "Program Planning & Governance,"
"Personnel," "Eus;ness Management"
; 2,7 Management & Drgan;zatlan,

"Community Relations"

8, 23 o Employer/Community Resources,
"Site Recruitment"

_ 9, 21, 29 ‘ Management & Orgaﬂlsay}gp,
. , : "Business: Managernent“ _
10, 26 7 \ ' é rriculum & Instruction
11, 20, 27 Student Services
‘ 12. Evaluation |
19, 22 Management & Qrganlgatlan,
"Personnel”
k3
e 14 xiii
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PROGRAM ENTRY/EXIT

Program entry cancerns procedures for recruiting prospective
students for EBCE, then selecting, admitting and orienting
those who choose this learning option. Program exit
suggests procedures fDI transferring students who may leave
EBCE before comgletlan and for awarding graduation honors

to students who meet program requirements,

WHY EACH PROCESS IS IMPORTANT

[

to allow prospective students and their parents to obtain the
information they need to determine their interest in the
procram and then to seek admission if they wish

to provide administrative, policy-level controls over the
student selection process and eqabllsh a procedure for adding
students to the program

to establish a continuing orientation framework for conveying
program concepts, procedures and requirements to new and

réturnlng students

to guarantee that students are able to transfer into EBCE and
from EBCE to other schools -

to provide a mechanism for graduating students from the program

ASSUMPTIONS ABOUT PROGRAM FNTRY/EXIT

‘Tha EECE instr . tional ﬂellv5fy system has the capablllty to deliver
a guality, coryrehensive educational program to all students, and
many students are interested in EBCE once they understand it fully.

- [

Lterﬁatlve Program, leav;ng th81r relatlvely camfartable Schabl
surroundings. NS

/
i

The pragramEWOIES best when the number of underachieving andAhigEiy
achieving enrollees is approximately equal, so that the progfram is
not viewed as a dropout prevention effort or an elitist alternative.

16
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STUDENT SERVICES

The period of adjustment (moving from a traditional learning mode
to an entirely different mode) will vary for each student entering
the program.

THE PEOPLE INVOLVED

The program administrator and one other designated staff member
(in (CE),'s case, student coordinator) usually share student
rezruitmént tasks, with all program staff involved to some degree.

The program's governing body should be involved in decisions on
desired characteristics of the EBCE student body and selection
criteria. Actual student selection can be made by the program
administrator and student coordinator, however,

Although student orientation is conducted jointly by all staff,
a planning group or coordinator should be designated for specific
orientation duties.

Once the program year is underway, the student c@érdigaggx maintains
liaison with other schools to facilitate student transfer into or
from the EBCE program, and the program administrator approves all
transfers. - - - :

The student coordinator is also responsible for the overall
accuracy of records of program completion and for liaison with the
cooperating high school for graduation activities, and the




Program Entry/Exit

® ~ Steps to Follow

PLANNING FOR RECRUITMENT AND SELECTION

\F‘D‘
ity
L
i

= Define ﬂésiréd characteristics of students to

-] TIdentify target audience for ¥student recruitment.
! and selection

=] Identify staff members to participate in Stuﬁent 11
i; .

recruitment ard selection

Iq bevelop student wpplication forms 12

Develop timetabivs for recruiting and
?\ selecting students N

\
STUD fNT RECRUITMENT

= Secure district aggréva; and support of the

; = L. 15
recrulrtiant process and schedule

Make presentatio to students at cooperating

7
schools 1

=1 Invaive ;a;entﬁ of prospective EBCE students in

S I o 20
wommd LEECT YR AT Q\ e85

Tt a1l cpportunities for students, 22
Lo s with guestions to talk to '

ram staff

STUDENT SELECTION

y ‘ llOr Determine eligibility criteria for students ' 23

Select students for EBCE program and notify 3
all applicants

STUDENT ORIENTATICON

12| Assign staff roles for student orientation 27

13| FPrepare orientation program 28

ERI
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STUDENT SERVICES

6

STUDENT TRANSFER|

Conduct orientation activities
Plan additional reorientation workshops
as necessary . |

Plan procedures for orienting students entering

after program vear begins

Establish procedures for transfer into and out
of EBCE program

PROGRAM COMPLETION AND GRADUATION

18

Establish procedures for program completion
and graduation

7 A
S

page

31

34

34

35



Program Entry/Exit (Item 1)

Define desired characteristics of students to compose
EBCE student body

Early in planning the EBCE program, a policy-level decision will
be needed to define the desired charaeteris
will be admitted. (CE), chose to have a ba
students to parallel that in the local hig
of the formal agreement between (CE) > and the
District excerpted below indicates th student ¢
numbers defined for the Tigard program.

STUDENT SELE,fIDN CRITERIA

Excerpted from "Operational Guidelines for the Relationship between Tigard
Fchool District an' Community Experiences for Career Education, Inc."

Selection

Students will be considered for selecﬁlmn by the following criteria:

(a) HLILlﬁQﬁESg to Entér the prmgram, (b} aqreement af thg;r pafentg,

(d) éfltéflé related to testlng the educ tlﬂnal EDHCEPta as agplled ta
students with prespecified characteristics as well as a cress-sesctien of
characteristics indicative of the general student population of Tigard
High Schﬂ@lj All selections will be made with the intent of maintaining
such. a balance (students will represent a range of abilities or levels in:
mnt;vaﬁ;cn, dependability, intellectual capacity, academic ability, race,
aqe anﬂ sex) (CE)Q pragfam admlnlstratar w111 be rESPQn51hle ta negotiate

5uper1nténdént

|\ Number =

\ (CE)5; will operate with no less than 50 students between the ages of 15
\ and 18. It is preferred that all (CE); students come from Tigard School
\ District. It is agreed that at least 40 (CE)5 students will be pPrgvided

by the district if the students are willing to enter-the program, |

i

Q ‘0
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STUCENT SERVICES

Program planners felt that the EBCE student population should
match the diversity that exists among students attending the
cooperating high schools. It should be possible to recruit
students with a rénge of abilities and interests if it is

emphasized that EBCE has something to offer all students-- frgm!

the high achiever to the potential drapaut.

Dn the other hand, programs may decide to limit the student body

to a narrower range of students disenchanted with their school
exp821ences to date. Whlle EECE can cffer thege stuﬂents a

dlsprcpertlcnaﬁe amounts af rtaff tlme.

K}
Q 8
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Program Entry/Exit (Item 2)

/

== Identify target audience for student recruitment

2 and selection

DEFINING THE TARGET AUDIENCE

Three factors influence the choice of tarcet audience for student
recruitment and selection: the size of the cooperating school
district, desired student ability levels and student grade levels.

Cacperéting School District

If there is only one high school in the cooperating school
district--as was the case for (CE)j--the target audience is
automatically restricted to students of that school. If, on the
other hand, there are several high schools in the district, EBCE
planners may elect to choose students from one or all of the
district's high schools.

Desired Ability Levels

From its inceptlan (CE) 5 planned to serve a student group that
reflected the range of the local high school student body in terms
of academic ability, career aspirations, dependability, motivation,
peer group and sex. However, students who volunteered to
participate in the program during the first two years ranked

lower than the regular high school students on such indicators and
predictors of school success as grades, socio-economic background,

_achievement and self-concept. As a result, (CE); staff spent

considerably more time with "problems" than expected.

As preparationg began for recruiting studénts faf the third préqram
Pragram were to reflect a true Cross- sectlon af the regular high
school student body, a conscious effort would have to be made to
‘recruit more capable students into the program. The recruiting
presentation stressed opportunities within the program that

wauld attract zéllege—bauné stﬁéents (far example, Px?laring
classes), as well as stuaents enterlng the wark fa:ce lmmediately
after graduation. This decision resulted in a more diverse range
of students in subsequent years.
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1o

Grade Levels

labor law restrictions in Oregon would have significantly restricted
the involvement of younger students at employer/community sites--
which is the core experience base for all EBCE learning.

Examination of appropriate legal restrictions will influence the
decision for each program. ,
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Program Entry/Exit (Item 3)
|

i

\

— Identify staff members to participate in student
:3 recruitment and selection

RECRUITMENT

All members of the program staff participate in student
recruitment, either in making presentations to students and their
parents or simply in being available to answer questions about the
program. Major responsibility for recruitment, however, is borne
by the student coordinator, working with the program administrator.

After the program administrator and the governing body determine

"the student audience for recruitment, the administrator develops

the timeline for the recruitment process and designates at least
one other staff member (for example, the student coordinator)

to be involved in classroom Presentations, the parent Presentation
and other activities. Any large-scale event, such as a '
presentation for prospective students and their parents, involves
all staff members to some extent in developing a program,
preparing materials and making the presentation. Other groups,
such as employer instructors or members of the governing body,

may also participate.

SELECTION

Student selection involves all staff to a lesser extent. General
decisions -about eligibility criteria for students and the actual
selection procedure to be followed are the concern of the precgram's
governing body. The selection procedure generally is carried Dut
by the program administrator, the student coordinator and any
others deemed helpful by the Program administrator. If the
program is tied to a school d;strlct staff members from the
:@Qperatlng high school might be 1nv1ted to partiecipate in =ome .
stages of the selection process.
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12

4

Develop student application forms

Elements of the Student ‘Application

s

The following elements in the student application form developed
by (CE), wauld be helpful for any EBCE program:

Uses

1. personal information (name, address, grade level,
emergency contact)

2. | the student's reasons for applying for admission
te the program

3. a parent permission signature
4. an assassm&nﬁ instrument covering

a. Jjob experience

b. occupational interests

c. extracurricular interests ' -

d. Eastigraduétign Plans

e. parents' agcégatién,aﬁd educational levels

f. pertinent factors in the ﬂEELSlGn to apply far

admission to the program

of the Student. Application
- . \

The application farm can be used in several ways:

Baseline data fcr _evaluation: Certaln questions on the

-application/questionnaire can be asked again later in

the year for comparative purposes.

General _descriptive information: Pragram*adm;nlstratcrs

- can use the information to describe the student body.

Screening déVléé' If more students apply .than the

program can accommodate, information obtained in the
application can be used in student selection.




Progyram Entry/Exit (Itom

School district planning tool: Applications of students
not admitted to EBCE can be returned, with student
permission, to the high school and used to place the
student in another alternative program or to replan the
student's work in the regular curriculum.

- - - CROSS-REFERENCE e

See "Student Records," pages 69-75, for a sample student
application form.

O
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STUDENT SERVICES

Develop timetables for recruiting and selecting students

RECRUITMENT

The following schedule of major recrultment activities was
developed by (CE), to coincide with Tigard High School's annual
"forecasting" procedures:

Time Activity
3rd week of April Memo to school stafi (see Item 6, pages 15-16)
3rd week of April Lettar to parents (cee Item 8, pages 20-=21)

3rd week of April Meeting with school staff (see Item 6,
pages 15 '16)

4th week of April Classroom presentations (see Item 7,
rages 17-19)

lst week of May Presentation for parents (see Item 8,
-~ pages 20=21)

SELECTION

The schedule for student selection overlaps the recruitment
schedule:
Time Activity
3rd & 4th weeks of April Finalize selection criteria (see
3rd & 4th weeks of April  Finalize selection process (see
Item 11, pages 25--26)

lst & 2nd weeks of May Interview student applicants

3rd week of May ' Select students

. 14 Iy
O ‘ ~ f
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Pregram Entry/Exit (Itemiﬁ)

_O | Student Rec;mitment

— Secure district approval and support of the recruitment
5 process and schedule

APPROVAL OF THE GOVERNING BODY

As the schedule for recruitment activities iy finalized, the
prcgram’s governing body (most often a district school board)
should be given an outline for approval. If the program operates
separately from the cooperating school district, approval of
both the governiiig body and school board must be secured before
recruitment begins.

In addition, school district administrators and staff should be
brought up to date on recruitment plans and schedules and their
support of the EBCE program should be sought.

A

““.

SCHOCL DISTRICT SUPPORT

Meeting With Principals

After securin’ school district approval for student recruitment,
the program administrator should meet with the principal of each
c@@peratfﬁg high school to discuss the schedule and process and

to preview any recruitment materials. At this time, the program
administrator and principal should agree on a date and time for an
informational mizeting between school staff (adminiserators, deans,
counselors and interested teachers) and EBCE staff, ‘

The (CE)y program administrator and the Tigard High Scheol principal
! outlined the following plan for recruitment activities at the high
school:

1. Program staff would be allowed to make a 30-minute
presentation in all junior and sophomore classes to
groups of not more than 30 students.

2. An evening meeting would be held at the high school
to explain the program to interested parents.

O
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3. Program staff and students would spend time at the
high school's rescurce center to answer any questians
about the EBCE program.

4. Department chairmen and counselors would be askoed
to identify outstanding students who might wish to
discuss the program with EBCE scaff; conversations
would alsoc be arranged between these studants,
their parents and employer/community representatives
and program staff.

5. Counseling staff and deans would help program staff
define the selection criteria and facilitate the

6. An article about EBCE would be made available to
the staff of the school newspaper.

Meeting With Other School Staff

A memo to school staff should specify the desired characteristics
and numbers of students for the EBCE program and outline the
proposed schedule of recruitment activities. 1In addition, the

memo should invite administrators, counselors, deans and interested
teachers to meet with EBCE staff.

That session should be designed to acquaint school staff with EBCE
and secure their support in the recruitment effort. The agenda
should include ample opportunity to discuss recruitment proceduras
and the meeting should culminate in agreement on dates and
procedures.

Tigard High School counselors play key roles in helping students
forecast schedules for the next year. Therefore, (CE); staff use
their meeting as an opportunity to provide school staff with
information that will help them better counsel students for whom
EBCE might hold promise or who are already planning to apply.
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Make presentations to students at cooperating schools

PLANNING THE PRESENTATIONS

C1-ssroom presentations have two major ocbjectives: (a) to explain
~BCE so that students can make intelligent choices about applying
for admission to the program and (b) to present simple, specific
information about learning concepts, activities and requirements
to answer common questions about EBCE. Any presentation to
potential EBCE students should be planned with both abgect;ve;

in mind.

EBCE Philosophy
(CE), found it important to emphasize these EBCE expectations:

1. Students must be willing to work with a variety
of adults.

2. Students must be willing to learn in a variety
of settings.

3. Students must be able to adapt to new learning .
styles. '

4. Students must work on an individualized program.

5. Students are responsible for themselves and their
own work in the program.

If these program expectations are explained to prospective students
early in the recruitment process,; they will be better able to see
the differences between EBCE and their regular high school program

and decide which is the better alternative for them.

Learning Concepts, Activities and Requirements

(CE}) > found that a three-part presentation works best: introductory
comments to explain the program and answer questions often asked
about EBCE, comments by current EBCE students on their fealings
toward EBCE and their daily activities in the program and a short
slide-tape presentation to illustrate what students do at emplayer/
community sites. .

17
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Part One. The (CE), student coordinator is in charge of classroom
recruitment presentaktions. The student coordinatcr begins the
presentations by placing five posters about.the  ‘om. Three
posters respond to common questions about EBCE: What does EBCE
stand for? What are projects? What are exploration levels? The
fourth poster outlines the four ways students may use sites for
learning (career exploration, learning, skill building and special
placement), and the fifth outlines the EBCE curriculum :amganents
(Life Skills, Basic Skills and Career Development) .

An oral presentation follows the points outlined@ by the posters.
Students do not generally ask gquestions during such a presentation,
so the content is directed toward arswering gquestions students
often ask after entering the program: What are some examples of
projects? What activities are performed at employer/community
sites? .Can EBCE students return to the high school to participate
in extracurricular activities? What sort of diploma do EBCE
students receive? What does a student do in a typical day in the
program? !

Part Two. The student cocrdinator involves current EBCE students
(two to five at each session) in the recruitment presentation by
asking them questions about why they became interested in the
program, what their individualized programs entail, how they match
career interests with explorations of employer/community sites,
what extracurricular activities or regular high school classes
they continue to pursue at the high school and what they plan to
do after graduation.

Part Three. The presentation concludes with a short slide-tape
show lllustratlng student work at the EBCE learnlng center and at
various sites in the community.

SCHEDULING PRESENTATIONS

Classroom presentations naturally must be scheduled in advance.
The (CE); student coordinator schedules recruitment programs in
sophomore and junior 'required' classes (e.g., home room or
English). A morning bulletin the day of the presentation lets
students know what's happening. g

Applications should be made available to interested students after
each presentation. A designated staff menber should also be

[
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available to answer additional questions. The (CE), student
coordinator remains "on call™ at the high school during recruitment
presentation days. This is alsoc the bast time to schedule
interviews with interested students as a prelude to student
selection.

~————————— . CROSS-REFERENCES - - ————————

See "Community Relations" in Management & Organization for

additional ideas on group presentations and other information-
sharing strategies.

The Northwest Regional Education Laboratory has developed a slide-
tape presentation, available on request, that could be used in
student recruitment programs.

You may also find the Program Overview packet, which accompanies
these handbooks, useful for introductory explanations of EBCE.

1
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= Involve parents of prospective EBCE students
recruitment process

LETTER TO PARENTS

Early in April (CE); sends letters to the parents or guardians of
all sophomore and junior students, outlining the nature of the
program and inviting PaIEﬂtS to an evening meeting at the high

" Dear Parents:

During the last few weeks, staff members from Community Experiences for
Career Education, Inc., have been speaking to all sophomores and juniors
at Tigard High School. Your son or daighter may have mentioned this
exciting alternative to the last two years of high school education.

“(CE)E is an effort to develop ways to help students make the transition
-/ from yauﬁh to adulthacd- Tua years aga a pfivate ncnpf@fit c@rpcrétign

[

= the T;gard S:ﬁggl D;strlct,

Students in the program receive a Tigard High School dipl
completion, and ths program has full approval of the Oreg
Education as a pilot and experimental program.

The program permits students to explore employer sites in the metropolitan
area and encourages students to participate in several career fields. By

working with a variety of adults in the community, students are encouraged
’ to consider their opportunities and responsibilities within careers.

In addition, all students are involved in activities in mathematics,
reading and communication skills. Experiences in citizenship, science,
creative development and other areas make this program a broad and total
educational experience for students.

L

3

Career education can be important to all students. For those interested

in a career in the professions, it is an excellent opportunity to explore
the law, medicine, education and so forth before committing to a very
expensive college program. For those interested im employment after high
school, it is an excellent chance to gain specific skills and understanding
f ways to seek and gain employment. Part-time employment and community
college enrollment are other choices many of our graduates make.

o

We will have an open meeting on _ __ (date) __at o

for all pafenEs and students ;nterested in «
learn;na more about this i unique program. Won't you and your family jein
us“}

by
(=)

ERIC | '
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PRESENTATION FOR .PARENTS

The meeting for parents of prospective EBCE students should be

held at the cooperating high school, if at all possible, as holding
the meeting in familiar surroundings will put parents at ease. Since
the number of participants can be large, be sure adeguate facilities
are arranged.

(CE)»'s parent meeting is held in the evening. Parents, students,
employer/community representatives, members of the (CE) 5 board of
directors and (CE)> staff are invited. (CE), recommends including
at least one high school administrator and a school board member
in the presentation.

The program administrator conducts the meeting, first introducing
key EBCE concepts and explaining (CE),'s relationship with Tigard
High School. He uses a slide-tape presentation to illustrate
student experiences at employer/community Sites. A panel of the
program administrator, employer/community representatives, board
members and program staff comment on the program and ocpen the
session to questions, each of which is answered by an appropriate
panel member. Typical queries are:

1. will my son/daughter attend any regular high school

courses? b ’
2. Who pays course fees for community college courses?

3. Do program staff feallg know what students are
doing at employer/community sites?

4. How do you decide who gets into the program?
Can an EBCE student transfer back to the high school?
6. How many students transferred back to the high school
this year?
7. How does EBCE differ from a work experience program?
8. HWould a graduate of EBCE have difficulty getting
into college?
9. How do you meet state physical education requirements?
10. How do you react to unmotivated students or students
who do not participate?
1l1. Has the program followed up on its graduafes? wWhat
happened to them?

After the panel discussion, panel members and additional staff are
on hand to answer further questions. Applications fer the program
are also available as well as brochures and related informational

material. :

21
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- Provide additional opportunities for students, parents
E] and others with questions to talk to designated program
staff

In addition to the question and answer session at the parent
presentation, both parents and students should be encouraged to
talk directly with program staff in the weeks before the selection
deadline by phoning or visiting the learning center.

At (CE),, the student coordinator usually handles questions and
discusses the program with anyone who desires further information.
Several parents and many students have visited the (CE)2 learning
center to see the facility, examine program materials and talk
about the program.

. {J

o 22 /
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Program Entry/Exit (Item 10)

® | Student Selection

Determine eligibility criteria for students

Just as they should agree on desired characteristics of the EBCE
student body, EBCE staff and the program's governing body t
also agree on criteria for student selection.

In addition to .r:icria used to determine the target audience for
- student recructment and selection (see Item 2, pages %-10), (CE),
has used the Performance Profiles for Rating Student Behavior
(see page 24) to measure student self-directedness, which is
considered an important indication of student success in EBCE.
‘Using this profile, program staff work with high school' counselors
to sort students applying for admiszsion to the program into three
groups representing categories of high, moderate and low self-
directedness (see next item, 11).

: . : Other factors include {(a) a recommendation about each student
from a counselor at the high school, with accompanying information
about the student's grade point average and attendance record and
(b) an interview between the student and the (CE) 5 student
coordinator. .

O ‘ ) - 1 i,% i 23
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PERFORMANCE 'PROF CRITERTA FOR STUDENT SELECTION

m-—u
pamy
™

Directions to Counselors: Imagine that a prospective employer has asked
pred;Lflgﬁ as #a whaa saulé be Ehe mas £ l;kalg perfarmsnfe Bfuf:le F

thfeﬁi{—"

Above Average

Consistently seeks
additional
responsibilities
Consistently project
interest and
enthusiasm about his
work

Seeks feedback on
performance and
accepts supervision
willingly

Works effectively in
a group, is tactful
and friendly in
dealing with other
people

Frequently takes
initiative in learning
about new ideas or

things

thrauqh On
commitments,
appointments, etc.

Work is usgually neat,
dccurate and
thoroughly deone

perfarmanse pFﬁfllES

Usually receptive to
feedback and
supervision

and friendly to theos
with whom he works

Is usually cooperative
se

Usually interested in
new ideas or things

Somewhat adaptable to
new situations

Generally depernlable-=
needs ﬂééa%;anal
reminders

Work is reasonably
neat, accurate

Below Average

Avoids responsibility

Seldom projects
interest and
enthusiasm about his

feadback on
performance . ssems to
resent supe Jlsion

Frequently tactless or
inconsiderate in
dealing with other
people

Elow to acocept or
adjust to new
situat ions

Hequires constant
supervision, needs
frequent prodding to

the last m1nute
appearance
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or EBCE program and notify all

(8]

— Selec¢ students

] 'I appiicants

m

Student selection procedures will differ according to the criteria
eutablished earlier. (C‘E‘);S selection process may, however, serve

&

as an example.

(CE )2 STUDENT SELECTION

(CE)., directs all student applicaticns to the student coordinator
who uUses self-directedness ratings, cumulative educational records
and personal interview data to rank students in categories of high,
moderate and low self-directedness. High school counselors are also
asked to rank students in the three categories as a double check.

To balance the student body among highly, moderately and marginalliy
self-directed students for program year 1974-753, (CE) 2 selected
thirty percent of the new students from the highly self-directed
category and the remaining seventy percent by randcm choice from
the other two ranks.

NOTIFYING APPLICANTS AND THEIR PARENTS

All applicants to EBCE are apprised of the selection results., (CE),

has used letters like the following to notify applicants and their
parents: -

LETTER OF ACCEPTANCE

Tt is my pleasure to inform you that a place is being held in your name
in the EBCE program for next school year (geat) We are delighted
that you have elected to join us and that we in tum w111 be able to
provide the staff, equipment, materials and sitez needed to continue our
exciting alternative. We will be contacting you soon with a deseription
of activities that will occur between now and next September. We will
inform ____ (high school)  of your selection, so no other actions on
your part are necessafy dur;ng ﬂ1e next few weeaks. Hmﬂevér, iE 'ycu hélﬂ‘l

call me inmgdiaté;y at t&lé@ﬁﬂéﬁ, IE I da not hear frr;m ygg, I wiLl
assgume that we vu,Ll have the pleasm:'e of sharing many important activities

25
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LETTER OF PEJECTION
Dear (St ﬁent) Ut

It is my unpleasant task tc inform you that your name was not selected for
direct participation in the EBCE program next year. If some of the
students who have been selected change their mind, move out of the
community, or in some other way are not available ta fill their place, we
will be replacing them by .selection from those of you who were not
selected in this first round. We appreciate your interest, and will kee ep
your application near at hand.

ADDING STUDENTS DURING THE PROGRAM YEAR

When enrollment falls below a predetermined figure, the program
can select new students from among the pool of those who were not
selected in the original process (Item 16, page 34, treats
transfer into the program in more detail).

NEW STUDENT OPEN HOUSE

To welcome newly selected students into the program, (CE); holds
an open house late each May. After a general introduction to
EBCE by program staff, current students walk new students through
the léarniﬁq plan, the competencies and the use of employer/
community sites for student learning. Information on more formal
orientation procedures is provided in subsequent items.

RECORDING DATA ON NEW STUDENTS

Information gathered on each student during the recruitment
process (cumulative records, counselor ratings and interview
summaries) should be summarized and entered into the stuﬂent'
EBCE records before the program begins.

—_— —— CROSS=REFERENCE e —

See "Student Records," pages 45-46, for recording information on
students entering the program. '

3
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® Student Orientation

(CE)Q schedules praliminary student assessment during- the summer
hs to (a) ga 1n 1nformatlan on ea:h studént s pruflclsﬁﬁles in

'éer inteféats an& p:efgrénces. Léarn;ng Elan Néggt4at4§n,
cUrrlgulum & Ins:ructlan, pages 54-65, provides further

information on student assessment.

The assessment process follows student selecticon and se
prelude to student orientation, although it is not an orientation

process as such.

T Assign staff roles for student orientation

C The orientation program usually involves all staff members. To

insure an effective and informative orientation program the
program administrator may delegate responsibility to a particular
staff member (possibly the student coordinator) or to a comnittee
for planning and overseeing the orientation process.

Student orientation is eventually shared among all staff members,
with each indiviﬂual assumi:g special responsibility for program
elements rel

be made afte
determined.

0 his or her role. 1Individual assignments can
elements of the orientation program are .

Q A ' P :
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Prepare orientation program

OUTLINING THE CONTENT

EBCE student er;entetlen should introduce students to such

everell ‘EBCE eencepte as eemmun;ty=beeed 1eern1ng, SElf‘dlrECtlDD
'experleneee, w;th EEEE 1eezn1ng eet1v1t;ee euch as negotletlng a
learning plan and visiting an employer site. ’

(CE)2 has broken the content of the orientation Program into the
four topic areas described below. Drlentetlen is planned around
these tgpics and a student handbock is developed (see Appendix A)
to give students their own reference to program details.

Learniﬁg Plans

The important negotiation process between the student and learning
manager needs priority attention on the orientation schedule.
Students will need time to confer 1ndlv1due11y with their learning
managers about what their learning plans wilil eﬁte;l

Other ereee that can be especially confusing to new students and

should be included in the orientation to learning plans include
projects, journals, competencies and study skills.

Resources
. The eﬁmblned use of regources at the learning center and at

empleyer/eemmunfty sites should be explained. Audiovisual tools
ena ether resources at the learnlpg center eheuld be made

references.

Employer/Community Sites

Because a student epende a great deal of time at employer/
community sites, a thorough orientation to use of the community -
* for learning is essential.

Special etteﬁt;en should be paid to site choice, exploration
levels, lear: ng levels, use of materials and equipment at

ERIC
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. : employer sites, employer relations specialist funetiens and
) transportation (including scheduling, parent permission,
reimbursement and any special arrangements wi.a public carriers).,

Guidance and Accountability

The (C.'E:j2 accéumtablllty system has been dESlgﬂEd to help students
meet program requirements and complete learning activities whille
learning to aceept increasing responsibilities for their actlﬂk
A thorough explanat;an of the accountability systenm, partiaularly
schaal year aétlcn zanes, is necessary. This dlscuss;cn should

ADDITIONAL CONSIDERATIONS
&

Audience

The program administrator determines the audience for student
orientation. In (CE)j;'s case, both returning and new students
attend orientation sessions.

. . Scheduling

The person or committee appointed to oversee student orientation
must schedule orientation activities to begin the first day studénts
arrive. Factors influencing the schedule include program time
allotted to orientation, staff time fcr individual sessions and
external constraints such as the scheduling of student explorations
on employer/community sites,

(CE)p schedules four full days for student orientation, including
student visitations to employer/community sites on the last two
days.

Notification of Employer/Community Sites

!

If employer/community sites are to be used during student
orientation (for career exploration activities), a program staff
member shguld make advance arrangements for a formal visitation.

;. , 29
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STUDENT SERVICES

Preparing Materials

A three-ring binder allows students to ccllect their own record
of orientation, which they can later use to reorient themselves

as necessary. At the end of the orientation period, these binders
should contain a complete description of the EBCE program.
Suggested for inclusion are the Student Handbook (see Appendix A)
and any student guides printed by the program. Staff leading
workshops should also consider providing written materials and
handouts.

DlentatlDﬁ p;ﬁgfam in sufflc;ent ggantlty ta gllaw eagh student
and staff member to keep copies.

Preparing the Facility

The learning center should be prepared in advance for the
orientation program. Videotape machines, tape recorders, overhead
projectors and other equipment may be needed for workshops or
demonstrations.

~————eeeee e CROSS-REFERENCE : —

For further discussion of guidance funstlans in student recruitment
"and orientation, see "Guidance," Student Services, Item 4.

For orientation considerations pertaining to individual learning

| Strategies, see the various gections of Curriculum & Instruction

} -=-for career explorations, see pages 137-144; for projects, see
bages 220-232; for learning and skill building levels, see pages
307-312; for competencies, see pages 350-352; for student journals,
see pages 427-428; for employer seminars, see page 470.
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———— Conduct orientation activities

(CE)p'S ORIENTATION WEEK

(CE), student orientation activities for the years 1973-74 and
1974-75 can serve as éxamples in designing an orientation pProgram.
Highlights of the two arlentatlan programs follow. The 1373—74
orientation is detailed 1n Appendix B, the 1974-75 program in (
Appendix C.

3
Orientation 1973-74 /
The opening session of the 1973-74 orientation program began with
an informal game to introduce students and staff. The game was
followed by a more formal presentation defining the pragraﬁ's
objectives, learning activities and requirements. |

Students were then introduced to various aspects of their EECE
learning experience through a series of four workshops.

‘1. an employer/co ”unity site warkshap iﬁcluded the
role of the en

2. A learning plan workemhep detailed the role of the
student in building dn individualized learning plan
and explored how--to formulate and work on projects.

3. A supgo:t systems workshop acvered such program
elements as competencies, resaurce materials,
guidance and evaluation.

4. A workshop on journals and budgeting time gave
students information on the accountability system
and how to fulfill program requirements. :

Orientation 1974-75

The next year (CE), decided to let students experience employer/
community sites for themselves during orientation. Students
therefore had to be introduced to program concepts early in the
week in preparation for visiting employer/community sites during
the last two days of orientation. Employer relations specialists

4
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natched students to employer sites on the be

ma asi
preferences expressed during the summer or duri
days of orientatien. :

The first day-and-a-half of the 1974=75 orientation schedule was
devoted to general program infamatign presented in a variety of
ways: games, role playing, question/answer sessions and hands-on

activities.
A series of workshops then alternated with employer/community site
explorations thro oughout the rest of the orientation period. The

-] rations
workshops paralleled those described for orientation 1973-74.

Following is an overview of the 1974-75 orientation schedule (a
complete schedule appears in Appendix C):

ORIENTATION 1974-75 -
Morning ' Afternoon
Greetings/Introduction pistribution of ¢ ! 'nt
Game Handbooks
First Program Overview Transportation Sy
, . Day Explanation
Group Cnaperatian Activiey )
Forms Used in the Program
P . Cumputer Questionnaire
i
I N .
A
Housekeeping Rules/ \\ Workshops (four groups of students
Questions ! S each looked at twe of the
- following workshops):
Time Budget Activity pRe
N Learning Plan
%g;nnd Goal Setting Activities ompatencies and Resources
Accountability System Exploration Lavels
Explanation Student Journals
Half of the students Half of the students
participated in remaining participated in remaining
7 workshops workshops .
Third
Day Half of the students Half of the students
visited their first visited their first:
employer sits employer site
Half of the students Half of the students
participated in workshops, partieipated in workshops,
o used the computer or worked used the computer or worked
Fourth in a study group in a study group
Day
Half of the students Half of the students
visited their first Visited their first
employer site | . employer site

ERIC

s . . 4:~
. : : 1.7

(™
[%)



?r&gram Entry/Exit (Item lé)

, . ORIENTATION FOLLOWUP

(CE)2 staff have devised several orientation followup activities
specifically to evaluate their efforts, improve future orientation
programs and assure that students have the information they need
to be productive learners in EBCE. These activities include -

1. intensive staff/student interaction and a staff/
student feedback session to see that orientation
cbjectives have ba;n met

2. a staff debriefing’ session to critique the

effectiveness of presentations, record observations

and recommendaticns for improvement, identify
program elements causing students difficulty and
suggest tentative topics for follow thraugh
workshops during the program year

During all subsequent meetings with students, staff should
continue to reinforce orientation objectives.

10 33
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- STUDENT SERVICES

—— Plan additional reorientation workshops as necessary

Student orientation to EBCE continues long after the firs': few
days in the program. Students are helped to adjust to the program
and are supported by staff as they become accustomed to their
independence and to interacting maturely with adults. Students
who have difficulty budgeting time to keep up with program
requirements may need special reorientation sessions, which may

‘be conducted individually or in groups, depending on the nature

of the problem. A student/staff retreat early in the program
year can also serve an orientation function, familiarizing staff
and students with one another and program functions thrmugh
informal interaction.

— -—— CROSS-REFERENCE ——m —

See "Guidance,"” Item 5, for more information on the student/staff
retreat.

Plan procedures for orienting students entering after
program year begins

Each new student entering the program should receive aglentatlan
similar to the formal session conducted at the beg;nnlng of the
program year. At (CE)E an entering student is walked through
program concepts and elements, either on an individual basis or
with a small group of new students.

This orientation for new students usually involves at least two
meetings each with a learning manager, employer relations
specialist and learning resource specialist. These activities
need not be conducted entirely within the learning center. The
ERS may "interview" the student by including him or her in a
visit to an employer. Other students may take the new student
through typical days of their reéspective programs. New students
must have indicated preferences for initial employer/community .
site éxplgratlcns by the end of their orientatien. At that lent
the student guickly becomes -involved in EBCE activities and is
included 'in any further arlentatlon .activities scheduled during

the vyear.



Program Entry/Exit (Item 17)

L B B Student‘Tran‘sfer | |

Establish prn:eﬂures for transfer into and out of EBCE

| 17| ==

Provisions for student transfer into and out of the program
require mutual agreement between EBCE and cooperating school
districts regarding transfer pracedurgs. The program must also
provide the EBCE equivalent of a ‘transcript for students desiring
to leave the program.

_?

EXAMPLES FROM (CE),

Transférring into the Program

(CE)E 1as operated with an estabklished enrollment figure each

year and student transfers have been accepted into the program tc
. £ill openings within that number. The Erc:gram 8 student )
) recruitment process usually nets more students than can initially
be accepted into the program, leaving a pool of students who have
applied to the program and are considered first for transfer if
openings occur. Additional student applications for transfer ar.
also received angl rev;éweq at the recommendation of high school
staff.

Transfer students are selected immediately to £ill vacancies that
occur during the first few weeks of the school year. After the
second week of October, staff may wait to fill vacancies until the
first four weeks of the second semester, although students may be
accepted into the program at_ény time during the year, with a
éorrésﬁgn&ing adjustment of learning expectations.

The process of se;égting and approving students for transfer

* involves conferences between the (CE)E student coordinator and
hlgh gchcél caunsal@rs and the Same open exzhange of student

Transferring out of the Program

The working agreement.between Tigard School District and (CE),
states that the school district "agrees to offer re-entry to the

;ﬁ// _ | 45 35
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B) o Pragram.“ A studént's departure fram the Eragram is
not considered an automatic admission ticket back to the high
school, however, without a conference between the student, the
student's parents, a Tigard High Schooi dean and the (CE)
program administrator and/or student coordinator. The purpose of
this conference is to determine the student's future plans, the
leafn;ng env;ranment most .appropriate to those plans and a
program to match the student's ;nterests and goals,

(CE)E students have until the second week of Dttober.t@ determine
if they want to return full-time to the high school. After that
deadline, they must wait until the start of the second semester
to request re-entry to the high school.

(CE) > staff complete a Record of Student Performance for any
student desiring to leave the program, recording work completed
to the date of transfer. This credential is then submitted to
the receiving institution. An accompanying note. or telepHone
call invites counselors or deans to contact the (CE) > program

" administrator or student coordinator with any questions regarding

the credential.

The student coordinator, in consultation with the student's
1earnlng manager and employer relations specialist, works out any
credit or grade translations that may be required by the receiving
institution.  Such translations are made directly with the

receiving institution on an individual student basis.

If a student over the age of 16 wishes to leave (CE)3 and not
return to high school, the program asks the student's parents to
write a letter indicating altemat;ve educational plans (anter:.ng
a high schocl campletlan program or applying for a GED certificate,
for exampte). That letter is forwarded to the student's high
schaél aiid entered into the student's permanent records.

All studants leaving the program for whatever purpose are given a
copy of their final Record of Student Performance. This credential
certifies their accomplishments in the program for any educational,
employment or military purposes. The original Record of Student
Performance is retalnad at the program learning center, and a

copy is suﬁmlttea tg the high school for addition to the student's

permanent records.

;nfbruat;cn on the Recard af Student Perfcrmanse.



\ Program Entry/Exit (Item 18)

@ Program Completi n& Graduatlon

Establish procedures for.program completion and graduation

18

'\ EBCE programs must determine procedures for iss
perhaps also for issuing certificates of program
Such procedures should provide for flexible program completion,
liaison with the high school concerning diplomas and commencement
activities and giving diplomas to students who choose not to take
part in commencement. Programs may also wish to hbnir studerits
completing the program with a staff/student/parent gététggethér;

ing diplomas and
sompletion.

(CE)Z COMPLETION PROCEDURL »

" (CE) o students receive regular diplomas from Tigard High School:

. . the diplomas are not distinguished in any way from those
received by students graduating from the regular school program.
This was made possible by gaining both district and state
department of education approval of the program as an equal but
alternative offering for Tigard juniors and seniors. The Program
provides the high school with a list of graduates, which also
gives the official version of student names for diplomas.

when a student completes stated program requirements, a Record of
Student Performance is completed and signed by the program
administrator. The original performance record iz retained at
the learning center, and a copy becomes part of the student's
permanent records at the high school. A copy is also given to
the student.

Students can choose to participate in high school commencement
activities anﬂ receive their d;plcmas at that time or receive

Flexible Program Complietion

Students who complete program requirements early may petition the
staff for early release. -

Q | 51 37
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A student desiring early re! acr submits a wrii ..., request to the
staff explaining why he or sne sishes to leave the program 2arly
This request is circi.lated among the staff, and each staff member
indicates whether the student has fulfilled the necessary
requirements for program completion.

W

Staff members discuss early release with Eh; student to determine
if he or she has definite post-graduation plans and is ready to
initiate them. If the student does not know:"what happens next,"

‘staff and student talk about program alternatives to early release:

gkill building or special placement on particu; - sites ..
advanced or additional learning) or placement fo. .ay.

Students completing the program early are o’ en their Rﬁcard of
Student Performance but do w~t receiv - dip =ount =nd of
the year. They may choo 2 . Ao throujh culmeuncement at the end
of the year, receive thei: diplomas by mail or pick them up in
person from the program administrator.

Because (CE); staff work on 12-month contracts, there is some
flexibility for students who are falling behind in completing
requirements. Students in this situation mag negotiate with
staff to work for a specified period of time during the summer to
complete requirements. However, other EBCE programs may not have
this leeway.

The program administrator holds the diploma of any senior not
yet certified for graduation until both a learning manager and
employer relations specialist indicate that the student has
completed the requ;red work. .

Graduation

The student coordinator maintains-canfagt/with high school
counselors regarding commencement activities and lets counselors
know which students will be participating in commencement.

| Counselors keep the program informed about all graduation

activities—--caps and gowns, rehearsals and so forth--so that
graduating (CE)2 students have the same information as Tigard

High School seniors. .
i

Special Activities to Hanar\Graduates

(CE) » has made a practice of holding an iﬂfcrmal'stafffstuaent/
parent gathering to honor gradiuates. Originally, the program

‘presented students with standard award certificates for completing

the program (in addition to the: regular high school diploma).
Graduates now receive ‘their Recbrd of Student Performance as the
equivalent of a program certificate.

=
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STUDENT RECORDS

m

ECE student records are designed to collect, record,

t rﬁ ret and repﬁrt information in student: ‘progress through
e p agram, Sugh re:@:ds prav1de data fcr dlagnudlng

W g jH

d;agnﬂSéd needs and d@cumenting and rag@rt;ng student
experiences.

EBCE student credentials are the equivalent of a transeript,
certifying a stuéentiéglearﬂ=ng experiences in the program
and summarizing and interpreting those experiences in a
format suitable for both employers and educational ..

institutions.

WHAT STUDENT RECORDS SHOULD DO

1. pravide précisé, accurate and currEﬁt infarmaticﬂ on

2. provide igf@;maticn nééessary to certify program completion
. ] ; ,
3. enable the pfcgram to report student achievement to various
audiences, indluding parents and educational institutions
4. give students a record of their EBCE experiences that
a. permits transfer to another high school, ;f desired

b. meets state standards fcr hlgh school graduat:cn

c. Pprovides basic credentials f;r postsecondary -
institutions

d. certifies student experiences and accomplishments for
prospective employers

ASSUMPTIONS ABOUT STUwiNT RECORDS

Individualized programs depend on well-planned, sinplified records

that continually reflect where stud nts are and what they are
doing.
23
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STUDENT SERVICES

Providing student credentials is an integral and concluding part of
the program's recordkeeping system; student records should be
designed to record the data needed for such credentials.

An alternative éduFatignal program requires an alternative
credentialing system, rather than straining traditional methods to
meet new program needs.

Students should have access to their own records of program progress

and program :@méléticn and should be able to use these records to
meet whatever needs they have when they leave the program.

training.

THE PEOPLE INVOLVED

! EBCE program staff generally collect and share student information
\\ related to their areas of responsibility:

\ The learning manager (LM) collects information on student
" learning activities.

\\\ . ' The employer relations specialist (ERS) collects
\ employer/community site information.

The learning resource specialist (LRS) collects data on
student work in the competencies and with programmed
instructional materials in Basic Skills,

The student coordinator (SC) supervises the collection of
affective behavior zecords and assessment information and

is responsible for the overall correctness of student
credentials. J

The learning aide and clerical assistant record
information and use student records to complete student
credentials.

L K
o

-
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Student Records

Steps to Folicw

PLANNING 7. >YSTEM

1 Determine program needs for student information

2 Determine audience needs for student information

3 Identify sources of student informaticn

Design system for recording and storing student
information to meet pregram and audience needs

Assign staff and participant responsibilities for
collecting and recording student information

— 1 Agree on system for final student performance
record

— 1 3rprove format for final studen* performance

1 Establish policy regarding confidentiality of
studen* reccrds

M

=3

my
[y

USING THE SYST

9 Keep administrative records on each student

10| Record student transportation arrangements

11] Record student attendance

Maintain master and individual student records of
learning experiences

=] Use additional procedures as necessary to monitor
and record student progress and behavior -

Keep individual staff records to support student
learning activities

o

15{ Report student information to identified:audiences

1
w

(WY

67

95
114
120

132
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Student Records (Item 1)

Planning the System

Determine program 1.eeds for student information

'To tailor learning to individual students and to monitor student

must be specific, current and comprehensive. The program's
individualized nature makes it impérativehthat all student learning
activities be monitored and recorded. Only by keeping track of

what a student has done and is doing can staff help tailor a learning
plan suited te that studont, evaluate bProgress and repnrt results.
EBCE records must also satisfy society's need for edu ..tional
accountability in programs using learning techniques that take the
student out of the traditicnal controlled environment of the
classroom.

Accurate EBCE recordkeeping must describe key steps in the process .
of student learning, as well as recording evaluative measures of
performance or achievement. Target dates, tyces of contact with
rescurces, time spent in specific learning environments -nd 'rief
student and adult rationales for individual activities shou! . all
be identified in EBCE records.

THE TYPES OF INFORMATION NEEDED

Basic Student Information

Certain student information is essential to have on file: student
name, iddress, telephone number, an emergency contact and such vital
statistics as “..e of birth, age, birthplace and so forth. It is
also helpful to maintain names and current addresses [of program
graduates to follow up with thewm on postgraduation plans and
activities and gain their later perspectives on Program experiences.

Status of’Engering Stude~ts .

For each student, the program chould file results of all diagnostic
instruments and other measures used tc¢ determine the student's
skill levels and career aspirations. 1In addition, the program
should have on file each student's rmulative educational record.
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" -3 necessitates an arrangement with the student's previous schools
to secure transcripts an:® cther cumulative data.

Student Learning Pr@gress and Prcgram Completion

A complete record of student learning activities is essential to
report scudent progress periodically and to certify student
complefzion of prcgram requirements. The records should be geared
to the program's requirements to provide the data that will be
needed to certify program completion.

(CE) 5's program completion requirements are as follows:

1. All students must complete ten projects per program
year, two irn each Life Skills area (each project
includes Basic Skills activities). -

2. Eacn student must complete all thirteen competencies.

3. Students must complet: 4 minimum of five career explorations
per program year and demonstrate adequate use of employer/
community site resources and opportunities, as judged
by employer instructors and program staff.

Requirements may be waived or modified in individual cases on the
written recommendation of a staff member and approval by the program

) admintstrator.

Providing a Final 5tudent Performance Record

All EBCE projrams need 2z credentialing process--a procedure for
presenting wnd interpreting each student's personalized learning
program to other institutions. This process must document a variety
of student experiences in a way that is of equal value to high
school admissions counselors, personnel directors, c:::llege
admissions officers and the students‘themselves.

The final student performance recar **the credential that acccmpaﬁies

program has met the requirements af ;ts state ﬂepartment cf educatign
and local school district and the needs of students and the
community. It also d;splay% the extent to which each student has
made use of the program's services.

— CROSS =REFERENCE oo e

Program completion requirements receive additional explanation in
"Learning Plan Negotiation,” Curriculum & Instruction, pages 52-53.

s,
"




Student Recor-.

e — - 1 Determine audience needs for st Adent information

INTERNAL  AUDIENCES

Staff of an EBCE program need essentially two types of information

1. student characteristics (backgro' -d, interests,

needs, learning styles, abilities, aptitudes)

%]

student progress (prior achievement, learning
objectives, learning experiences, progress in meeting
learning objectives, accomplishments in the EBCE
program)

Students should ke given a clear statement of program requirements
to know what is expected of them. They should be informed of the
results and implicatiors of all diagnostic testing and kept aware
of their progress toward meeting program completion requirements.
They should be apprised of any problems staff have noted. They

g should also receive their own final record of performance and be

° able to use that credential for any post-program purposes.

Parents want to know how their sons and daughters are progressing
in the program. They have the legal right to inspect any records
concerning their children (see Item 8, pages 67-68) and should
receive regular reports of their child's progress. They should also
be given a summary of student performance when their studests leave
EBCE.

Employers participating in EBCE deserve special consideration in the
reporting of student progress. They are the backbone of the EBCE
curriculum; to do a good job, they need constant updating on the
program and its students.

EDUCATIONAL INSTITUTIONS

Cooperating schowol districts may have specific repeorting
requirements. For example, (CE), is required by contractual
agreement to report student attendance figures to Tigard High School.
If the cooperating school district grants diplomas to EBCE graduates,
the district will need information that certifies program completion.
In addition, the district must know the number and names of

. graduates to plan commencement activities,

47
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STUDENT SERVICES

Secondary schools receiving students transferring from EBCE must
have information comparable to that on a transcript, describing
student learning activities and performance and recommending
translation of student activities into regular program equivalercies,
inclufing units of credit, if specifically requested. The
credential should help counse’ors place transfer students in the
regular school program.

- State education dépa:tments may have specific reporting requirements,

part;cularly concerning attendance and curriculum.

\IU\

ostsecondary institutions (colleges, universities, community
1l,gés and trade schools) need information that will help them
evaluate the EBCE graduate in terms of admittance criteria.
Registrars usually base admission on three factors: entrance
examination scores, grade point average and letters of
recommendation. EBCE's alternative credential should provide the
equivalent of this information, while remaining true to program
purposes and explaining program uniquenesses.

ﬂl

While some postsecondary institutions admit students simply on the
basis of a high school diploma, a program cradential helps in
placing students within specific «.bjects or programs. Staff of
such institutions may need assistance from EBCE staff in interpreting
student activities, but the credential should provide easy access

to (a) records of what the student has Bccomplished and experienced
in the program, (b) staff recommendations concerning the applicant's
potential success in & postsecondary educational program, (c) records
of Pfi@? school experiences (high school transcripts) and (d) test
scores on any college entrance examinations the student wishes
reported.

ADDITIONAL AUDIENCES

Prospective employe~s of EBCE students need records that detail
exactly what the stuéent has learned and experienced in the program
that is applicable to occupational needs.

Students entering military serv;ce need evidence of the schooling
they have completed. This can be a ccpy of their high school
diploma, a transcript showing date of program completion, ‘GED
certificate, explanatory letter from institutions granting
certificates of completion or, in the case of nongraduates, a
transcript or alternative performance record.

While the community-at-large has no specific information requirements

regarding student performance in the program, EBCE depends on the
community for student learning experiences, and programs should

—
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provide general informetion about student progress in the program
o help maintain public support.

— e s e CROS5S-REFFRENCES = - - ———

Item 15, pages 132-135, contains suggestions for meating audience
needs for student irformation.

"Program Eﬁtry/gxit" discusses information-sharing between
institutions when students transfer into or out of the program,
pages 35-36, and procedures for certifying EBCE students for high
school graduation, pages 37-38.

The needs of various audiences for general program Information are
discussed in “Community Relations,” Management & Organization,
bages 172=192.

49



Tdentify sources of student information

EBCE studant records will draw primarily from the following sources
of information to provide data that meet both program and audience
. needs. The descriptions below are very brief and serve as an
introduction +o Items 4 and 5, which detail the actual recording
devices and p.ocedures used by (CE)». : \

»

Student Applications

The student's application to EBCE vields data such as name, address,
telephone number and an emergency contact and such statistics as
date of birth, age, birthplace, grade level and so forth.. In
addition, the application devised for (CE); includes a questionnaire
to elicit persoral and educational background, goal and interest
information from the student (see Item 9, page 71, for sample).

The application thus becomes a first step for EBCE staff in getting
to know the student as an individual, as well-ras a record of
information essential for admninistrative purposes.

Transcripts

Transcripts from previous schools also yield information on the
student's educational kackground and interests. Such information
is invaluable in negotiating learning plans with the student. The
Tigard School District permits (CE); to review cumulative records
of students applying and selected for the program. The original
and legal copies of the official student transcript are retained by
the school district and copies made available to (CE);.

Assessment

Results of diagnostic instruments and other measures help determine
student skill levels and career aspirations. EBCE assessment sources
include

1. diagnostic tests for identifying Basic Skills abilities

and Career Development interests

2. staff interviews with ‘and observations of students
to identify essential learner characteristics such as

forth
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Student Services (Item 3)

3. continuous evaluation of student performance in
various learning strategies

Student Learning

Students achieve their individual goals in Life Skills, Basic Skills
and Career Development through a variety of activities. These
include career explorations, learning levels, skill building levels,
pProjects, competencies, journals and employer seminars. The
students' progress in these activities must be measured and recorded
(see Item 4, pages 55-58, for details on (CE)y records).

Personal Interactions

iInformal and formal interactions among students and staff members or
other adults will yield information on student needs and abilities,
as well as attitudes and affective growth. Conferences between
individual students and staff members, for example, can yield data
that help staff and students work out solutions to problems students
may be having in meeting target dates, completing activities or
meeting other program requiraments. Results of staff/student
interactions often enter the records through Zone progress meetings
and zone debriefings held regqularly during the school year.

Results of interactions between students and other adults may

derive from site maintenance visits or other staff/community adult
exchanges. Maintenance visits to learning sites by the employér
relations specialist allow the ERS to check with employer instructors
regarding student progress and behavior. The ERS then records that
information and brings it to zone progress and zone debriefing
meetings.

— CROSS~REFERENCES = ——

Item 4, pages 53-58, gives an overview of the total system of
student records devised by (CE), to tap specific sources of student
information. Staff and participant responsibilities for recording
data are described in Item 5, pages 59-62, and the individual
recordkeeping forms that comprise the (CE) 5 system are described
and displayed in Items 9-14, pages 69-131. The (CE) 3 credential
is described and displayed in Appendix D.

Item 15, pages 132-135, details how (CE); reports student information

to various audiences.

51
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in "Guidance," Item 7.

See "Learning Plan Negotiation,"” Curriculum & Instruction,
pages 54-€5, for further treatment of student assessment and
diagnostic procedures.

learning site maintenance visits receive attention in "Site
Utilization,” Employer/Community Resources, pages 119-123.
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Design system for recording and storing student information
_ Al to meet preogram and audience needs

Programs must devise a system for recording all pertinent data from
the various sources of student information summarized in the
preceding item, making that data accessible to meet program and

LEARNING ACTIVITY DATA TO BE RECORDED

For each EBCE learning strategy, specific information regarding the
nature, amount and quality of student work must be recorded as
follows to help staff know what students have done and are doing:

Career explorations. Sites, starting and completion dates
and numbers completed should be logged. Completed
Exploration Packages should be kept on file as sources of
site descriptions, Basic Skills growth and Career

accomplishment.

Learning and skill building levels. Sites, employer

gained at each site should be recorded. Student and
employer evaluation forms and comments should also La
filed. '

Projects. Information recorded should include titles,
numbers completed. Projects, project evaluations and
optional critical thinking wrap-up activities should
also be recorded and filed when completed. Use of
programmed materials, work with tutors, attendance at
classes, participation in group activities, special
placement work or indepth work with employer instructors
zhould also be logged as part of preoject records.

Competencies. Information logged should consist of

competencies, certifiers and target and completion dates.

i/
Journals. Submission of journals to staff correspondents
should be logged.

ggp;pig: seminars, Attendance and seminar titles should be

recorded.
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HOW MuCH DO YOU FILE?

In an individualized performance-based program, you can expect a

for each student. Formally, employer instructors and community
resource people are asked to write their comments on the performance
of the students with whom they work in various learning activities.
Informally, frequent contacts among staff and community people
generate a wealth of personal observations about individuai students.

"It is impcrtant, when setting up your records system, to decide in
advance how much data you wish to accumulate for each student. The
record system described here reflects (CE);'s choice to strike a
balance between easily recorded factual data (that is, how many
activities were completed satisfactorily or unsatisfactorily) and
performance (for example, an activity was satisfactory, but the
student's performance showed certain characteristics that need
attention).

(CE) , makes use of carbon forms, a ovbotocopy machine and clerical
assistance to help staff keep records -1 evaluative comments.

The program's records system provides for filing individual comments
made on each student product throughout the year. Staff also
summarize their own informal notes into record data and review
their comments on student products (Exploration Packages, projects,
journals) for regular reporting purposes. In addition, staff make
final cumulative remarks cn the Record of Student Performance when

students leave the program.

Individual staff keep informal notes according to personal preference.
Just as some teachers prefer to keep papers written by students for
an entire term so they can review indepth both student progress and
their comments on that progress, so some EBCE staff will eep

copies of evaluative statements and student products. Similarly,
others are as comfortable with taking brief notes on student progress

and relying less on cumulative files of student work. |

O
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Student Records (Itam 4)

" (CE)p'S SYSTZM FOR STUDENT RECORDS

The total system is summarized here so you can see it all in one
place. Separate categorries are then spread out through Items 9-14
and repeated to introduce descriptions of the individual forms

© themselves. Cross-references here indicate pages cn which each
form is explained and displayecd

(CE); devised thc following recordkeeping system to meet its needs.

Administrative Records
An administrative file for each student is stored in a locked filing
cabinet in the student coordinator’s office. Each studeat's file

contains the following:.

1. a copy of the transcripts for every high school
the student has attended

'2. Student Application (pages 71-73)
3. assessment results
4. attendance reports (pages BB-94)
. ' 5. the program's copy of the final Rez:ord of Student
Pezfofmance (Appendix N)
Transportation Records
(CE); uses the following records to facilitate its transportation
arrangements, which include provision of a program van to transport
students to and from learning sites in the community:
1. Student Transportation Agreement (pages 78 =7%)
2. Student Transportation Options (pages 80-81)

Transportation Request (pages 82-83)

(]

4. Student Transportation Route (pages 84-85)
5. Transportation Reimbursement Request (pages 86-87)

The Student Transportation Agreement becomes part of each student's
administrative file. The Student Transportation Options sheet is
filed so that the van driver can refer to it. Transportation
Requests and Student Transportation Route forms are used by the van
driver to plan daily transportation schedules and are discarded

) when no longer needed. Transportation Reimbursement Requests
. becoma part of the program's expenditure recornds.

o » fjéj- } _ 55
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56

Attendance Records

Attendance forms include the following:
1. Sign In/Out Sheet (pages B88-89)
2. Weekly Time Report (pages 90-91)

3. Student and Employer Instructor Contract and
Employ:zr Instructor Report (pages 92-94)

The first two forms receive frequent use and are kept accessible
to students and staff on the clerical assistant's desk near a deor

verifizs the learning sites that students are visiting and the
schedules they are keeping in the community; the Employer Instructor
Report comes into the learning center at the conclusion of each site
experience and is used by staff to verify student attendance at
learning sites for recording and mileage reimbursement purposes.
Both forms are then filed in & card file indexed by cmployer.

Experience Records

Master Record Book

The Master Record Book is stored in a shelf by the learning aide's
desk. The book is divided by index tabs into a section for each
student, and each section contains the follewing:

1. Life Skiils Project Record {pages 96-97)

2. Student Profile for each year (pages 98-99)

3. Competencies Record (pages 100-101)

4. Student Experience Records for each student's
school year action zones (pages 102-104)

Individual Student Books

Three-ring binders for each student are shelved by the learning
aide's desk and contain the following index-tabbed sections:

1. Basic Skills section with the results of all Basic
Skills learning materials the student has used
(Individualized Learning for Adults (ILA) programmed
learning materials, for example), notations when Basic
Skills materials have been substituted for projects,
tutor reports, grades from classes taken elsevhere
and so forth

£y
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Student Records (Item 4)

functional citize io, personal/social development,
creative deveipme-t and scisnce--as well as the
critical thinking wrar=up astivities done for each
project

3. final section for Career Development, containing

a. Learning Site Utilization forms for each site
the student visits for a learnirg lavel or skill
building placement (pages 106-107)

b. 3kill Develuprent Record (pages 106-109)

©. all Student Evaluation of Learning Site forms
(pages 110=-111)

d. all Student Performance Reviews (pages 112-113)

The Career Development section also lists careér areas tl:- student
has chosen to examine and results from the student's career interest
tasts. These include materials from the Self-Directed Search (SDS)
and Career Information System (CIS).

0 Student Progress and Behavioral Records

A Student Status Board (bulletin board in the

conference area of
the learning center; see pages 114-115) consists of the following
cards for each student:

1. name card

2. a copy of the Student and Employer Instructor
Contract :

3. projects card
4. competencies card

The following records are used to record staff observations of
learning progress and personal growith and to rerort to parents:

1. Zone Debriefing forms (pages 116=117)

2. Accountability Write-Ups (pages 118-119)

L8]
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Staff Records

Individual staff members Eeep certain forms and other records. The
learning manager keeps the following records: !

1. Learning Style Self-Assessment check-off sheets oo
(pages 121-123)
2. Project Evaluations (pages 124=126)

3. 1lists of projects'in progress

The employer relations specialist keeps a notebook that inecludes
the following:

1. Student Information Card (pages 127-129)

2. Maintenance Visit Record (pageés 130-131)

Student Products

Student journals are considered the personal documents of thé

students in order to preserve confidentiality of the entries, but
staff keep their own inf@rmal nates on each student's use of the

Completed projects are filed for the year and then returned to

-studéntsgr

Separate files of the students' completed Egplc:atlan Packages are
maintained during the year. These may be returned to students at
the end of the year or retained by (CE), if the students do not
want them back; they do provide site descriptions that can help
other students and the staff plan future learning activities.

NOTE: Whether to return completed Exploration Packages and
projects to students or retain them will be a matter of staff
preférence in each EBCE program.

The Currlsulum & Instruction handbook covers 12‘&5&5;1 each of the
student products and EBCE learnlng strateg;es that provide data to
be recorded. See especially ‘"Student Journals," !Projects,” and
"Career Explorations." Project forms are displayed on pagers
200-204 of "Projects."”

b
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Student Rscords (Item 5)

- Assign staff andvgafticigant responsibilities for
E; collecting and recording student information

[l

amang EBCE staff acsﬁrdlng ta thalr réles. At (CE)2, for example,
learning mana ers, responsible for negotiating individual student
learning plans, collect information on student 1earn1ng activities.
Employer relations spec1a115ts, working with students and, .employers
during student onsite learning, collect emplcyetfcammunlty site
information and keep track of student progress during site activities.
Information on student work in the competencies is collected by the
learning resource specialist, and the student coordinator collects
Basic Skills assessment data and information on student behavlor.

The learning aide and clerical assistant help.staff record

information on student attendance anﬁ gr@gtess in all activities.
\ T

These general areas of rESEDﬂS;bLllLY are detailed below by staff
menmber.

LEARNING MANAGER

Sélf AssessmEﬁt sheet
2. summarizes student self-assessment data for Stuéént Pr@files.
3. contributes information to Zone Debrleflng forms on each
student ) ’
4. fills out Accountability Writeéﬂps when neces;ary

- . ; .. . - . I,
5. fills out and maintains file of Project Evaluations

6. maintains lists of ongoing student projects |
i

EMPLOYER RELATIONS SPECIALIST
écllects and summarizes career assessment data for Student
Profiles

2. completes first i%eet of Student and Employer Instructor
Contract for posting on the Student Status Board
- i . . s )
3. collects information for Learning Site Utilization forms
4. keeps records of site maintenance visits -

Illj
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I

I

[

collects Skill Development Records from students and gives to
learning aide for filing

collects Student Evaluation of Learning Site forms from students
and gives to learning aide for filing

collects Student Performance Reviews from employer instructors
and gives to learning aide for filing

contributes information to Zone Debriefing forms on each
student

fills out Accountability Write-Ups when necessary

keeps record of student onsite work on Student Information Cards

LEARNING RESOURCE SPECIALIST

maintains ongoing record of student work on the competencies
and provides competency completion information for the
Competencies Records in the Master Record Book /

collects .and updates competency information on tﬂe Student
Status Board | )

contributes information to Zone Debriefing forms on each
student

fills out Accountability Write-Ups when necessary

supports and maintains records of student use of Basic Skiils
programmed materials

STUDENT COORDINATOR

collects and files student transcripts, applications and Student
Transportation Agreements in students' administrative files

collects and summarizes Basic Skills assessment data for Student
Profiles

contributes information to Zone Debriefing forms and compiles
data from zone progress and zone debriefing meetings

maintains file of completed Zone Debriefing forms

fills aut.Aécauntabilitf Write-Ups when necessary

maintains file of all Accountability Write=Ups



Student Records (Itemfﬁ)

/
0 ' CLERICAL STAFF

Learning Aide p

1. generally supports the learning manager and records student
learning activities in Master Record Book and Ind;vidual
Student Books

2. transcribes learning center attendance from Sign In/Out Sheets
to Student Experience Records in Master Record Book

3. collects and records all but site information on Student
Experlence Records in Master Record Boock !

4. collects and recerds information on Life Sk;lls Project Records
© in Master Record Book

5. records 'information on Student Profiles 1n Master Record Book. .-
6. records information on Competencies Records lﬁsManéfF%Echd

Book _
7. enters Project Evaluation comments on project forms in
Tndividual Student Books :

8. records information on Learning Site Utilization forms in
Individual Student Books
. 9, completes Skill Development Records and files them in Individual
Student Books
10. files Student Evaluation of Learning Site forms in Individual
Student Books '

11. files Student Performance Reviews in Indivi@ual Student Books

12. helps to maintain the Student Status Board, inéludiﬁg'callecting
information for the projects card : r

13. records results of zone progress and debriefing meetings on
Zone Debriefing forms for student coordinator

Clerical Assistant

1. generally supports the employer relations specialist, recording
site information in the Master Record Book and helping to
maintain ERS records, inecluding Student Information Cards and

\ a file of completed Exploration Packages
5 -

2. maintains Sign In/Out Sheets for daily student use

3. receives Transportation Requests from students and relays them
to van driver

4. processes Transportation Reimbursement Requests

collects employer/community site-attendance from Weekly Time

! \
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Reports and Employer Instructor Reports and records data on
Student Experience Records in Master Record Book

6. calle§t5 and posts Student and Emplover Instructor Contracts
on Student Status Board

7. maintains file of Student and Employer Instructor Contracts
and Employer Instructor Reports

=

COMMUNITY PARTICIPANT RESPONSIBILITIES

Employer instructors participating in the (CE) > program fill out
Student ana Emplmyer Instrucfar C@ntracts with ;tudént help, at

Emplgyer Instzuctgr Répart Egst cards ta the learn;ng cente:;
Employer instructors also verify Weekly Time Reports, fill out
Skill Development Sheets with the students, complete Student
Performance Reviews and verify, comment on and sign camgleted
Exploration Packages and certain project activities.

Cémpeténéy certifiers sign and date the Competency Record in each

student's competency workbook to verify completion of specified
activities.

~———eeeee CROSS~REFERENCES —rmm—me —

Items $~14, pages 69-131, contain samples of each form in the (CE)j
recordkeeping system. Staff responsibilities are repeated in these
Items as necessary to describe the procedures for filling out each
form.

The entire procedure for filling out the (CE)) Record of Student
Performance (program credential), including individual staff

:éspéﬂsibilities, is described in Appendix D.

Eeta;;s ori staff responsibilities rfor re,;rtln” student information

, are contained in Item 15, pages 132-135.
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Student Records (Item 6)

. . Agree on system for final student performance record

An EBCE credential should certify the specified outcomes that
students have accomplished and the learring experiences tHat have
occurred. It should provide some guidelines for detarmining how
activities, experiences and performances can fit from one system
to another, including recommendations for equivalent units of
credit and grade equivalencies when these are required by other
institutions. 1 '

; [

The credentialing system must be consistent with EBCE program
goals and, at the same time, intelligible and satisfactory to
other institutions. While some institutions have been reluctant
in the past to accept credentials differing from the standard
transcript format, this attitude is changing. For example, many
forward~looking college admissions officers are recognizing the
value of narrative performance records and the detailed student
gréfile they offer. This change is inevitable in view of the
variety of alternatives becoming available to students and the
need to keep. students' options open, without forecleosing
opportunities for higher education. .

. The EBCE credential should be developed in close cooperation with
recipients to ensure that student information can be translated from
the program to other systems in language that is readily understocod.
The secret of successful translation is in the language, and
credibility is less of an issue if the transmitter and receiver are
speaking in similar or commonly understood terms.

GUIDELINES FOR CREDIT AN'D GRADE EQUIVALENCIES

The (CE)» program individualizes student assessment and evaluation
and uses performance-based criteria for evaluating student /'

' progress. Students are measured in relation to themselvesq rather
than in refarence to group norms. Consequently, the program uses
narrative, student-specific performance records rather than letter
grades.

EBCE programs adopting: (CE);'s point of view will have to provide
postsecondary institutions and secondary schools with some basis
for equating program experiences with units of credit in specific
subject areas, if necessary, or determining levels of student
performance. (CE), staff believe that these guidelines should be
general recommendations, however, and the actual translation left
. to the institutions themselves.

. -
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The translation process should not be too complex. It should be

reduced to its simplest elements and, if possible, reviewed by

receiving institutions in advance to determine if it is workable

for them and meets their requirements. The credential should

include specific directions for contacting the program for any-
3 needed assistance.

THE (CE)é CREDENTIALING PROCESS

. ' The educational agencies with which (CE), has interacted in
credentialing its students--the Tigard School District, the Oregon
State Department of Education, other districts receiving EBCE
transfers and postsecondary institutions receiving graduates from
the program--have all recognized the unique problems faced by (CE)»
in attempting to provide instruction that is individualized,
interdisciplinary and community-based and then to describe this
program in terms that are meaningful to other institutions. They
have  all been willing to recognize the program as nongraded and
have not required stringent procedures for translating student
performance into formal.credits. This.has allowed the program much
flexibility 'in developing its system for credentialing student
achiev%mént (see the following item 7 and Appendix D).

U
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ftudent Records (Itenm 7)

— Approve format for final student performance record

The actual format that an EBCE program adopts for transmitting
student performance information should be flexible, so it can be

easily tailored by the student to meet the individual requirements

of different recipients. It should be designed with the assistance
of representatives of both the employer community and educational

institutions to ensure that the credential provides information
that is helpful in placing students both in jobs and schooling.
Most employers base their hiring procedures on three basic elements
--application, interview and reference check. Program credentials

should augment but not duplicate these elements.

(CE)> RECORD OF STUDENT PERFORMANGE

The (CE), credential, called the Record of Student Performance, and -
credentialing process have evolved through intensive staff design
efforts and outside review: A portfolio format was first designed
by staff consensus 'and then submitted to extensive review by

and two-year community colleges,. personnel directors and local
high school administrators. This first review gave staff several
basiec guidelines for vevision. Reviewers advised that

1. credentials should be as brief as possible, while at
the same time including explicit information about
skills and levels of proficiency the student has
acquired

2. program requirements ~d student performance should
be communicated in a :isually clear way

3. ' the portfolio should always begin with one page that
‘sets forth the major areas of the program, what ‘the
student has accomplished and how long the student has
been in the program

4. information should be easy to locate quickly

In addition to revyiewer recommendations, (CE), staff were guided

,in portfolio design by a National Association of Secondary School
' Principals "Curriculum Report" on school-to-college transeript

information (see Bibliography in the Program Overview packet) .

Members of the original portfolio review task forces were reconvened
at the (CE); learning center tc critique the final format page by

o O
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page. This final review has resulted in the pertfolio described
in detail in Appendix D.

The p@rtfali@ provides a complete profile of each student 8 work in:
the program. Individual forms inelude

1. a brief description of the program, explalnlng basic
program goals and instructional system

2. an official cervificate stating program requirements
and indicating partial or total student completion
of these

3. 'summaries of student experiences by curriculum
components-~Basic Skills, Life Skills, Career
Development

4. a competency certificaticn sheet

5. a list of the specific career skills a student has

‘developed

an optional translation sheet that gives guidelines
to postsecondary and secondary institutions so they
can place (CE)E students within their systems

[ 1

7. a packét for transcripts from lnstltutlons p:ev1ously
attended by the student
8. a pocket for letters of fecommendation from employers
with whom the student has been placed for learning
i experiences in the gprogram
- ' \
A resume is also prepared by the student for use with the portfolio
when applying for a job, - .

— ——— CROSS-REFERENCES ——— RN —

A sample (CE)Q Record of Stu§Eﬂt Perférnbnse is displayed and the
individual forms described 1n'Appendlx D, together with student
guidelines for arranging and using the paftfollg and sample resume
formats recommended to the students.

Consultant recommendations implemented partially or fully in final
design of the (CE)E Record of Student Performance are displayed in
Appendlx E.



Student Records (Item 8)

— Establish policy regarding confidentiality of student

8 records

federal funds will be avallable to educatlgﬁal 1nst;tut10n5 that
deny parents of students under 18, or the students themselves if
they are over 18, the right to "inspect and review any and all
official records, files and data directly related to" the student.
This includes all material in each student's cumulative record

specifically including but not necessarily limited to
identifying data; academic work completed; level of
achievement (grades, standardized achievement test
scores); attendance data; sccres on standardized
;ntelllgénca, aptitude and psychological tests; interest
inventory results; health data; family background
information; teacher or counselor ratings and observations
and verified reports of serious or rﬁﬁurrent behav;ar
patterns.

The statute, commonly called the Buckley "privacy amendment," gives
parents and students ovar 18 the right to challenge the contents of
any student records. School districts must comply within 45 days
toc a request  to examine records.

\ -
The Buckley amendment .and any applicable state or local stat.tes
will greatly influence program policies regarding confidentiality
of student records. In addition to the records that must be made
available to parents and students over 18, an EBCE program must
decide what types . of information are to be released on request to
educational, business, gavarnment and legal agencies, institutions.
and individuals. .

CONFIDENTIALITY AT (CE),

Parents of (CE); students are shown student records from the Master
Record Book and Individual Student Books during their conferences
with staff. 1In addition, they have the access guaranteed by law
when they request to see their children's program records.

Students are informed that all records are open to them at all

times (the student handbook includes such notification). Everything
staff write about students must be shown to the students, with the
following exceptions:

) 67
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1. The student ccordinator may retain private notes from
staff and high school counselors but must dispose of
such notes when the student leaves the program.

. _ L . ,

2. Other staff may retain private working records on a
student until the student leaves the program, at which
time those notes must be destroyed.

The working notes of staff may in no way become part of a student's
permanent records.

— CROSS-REFERENCES ——

Procedures for student ratification of portfolio contents appear in
Item 15, page 133. '

Oregon Revised Statute 336.195 deals with confidentiality of
student records and is quoted in Management & Organization,
Appendix B.

68
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! 4 Student Records (Item 9)

,. | - | Using the System

Keep administrative records on each student

9

The administrative file for each student can include the following
materials:

1. copies of student transcripts from pra:vious high
schools ‘ '

2. completed Student Applications (sample follows)

3. asgsessment results (that is, raw scores from
testing; the Student Profilc kept in the Master
Record Book--see Item 12--summarizes these results
for staff use)

4. attendance reports (see Item 11)

. The file may also contain copies of parent communications and the
Studant Transportation Agreement described in Item 10.

APPLICATION

Y
b |
=
=2
™

N

-

What Is It?

The Student Application proviides space for basic student information
and asks tie prospective student to describe reasons for.applying

to EBCE. Tt also includes a checklist and questions to elicit some
general ‘nformation about the student, including activities and
attitudes toward learning.

How Is It Completed?

The student fills out the form and it is signed by parents or
guardian to grant permission for the student to participate in
EBCE. The form is then returned to the learn;ng center, where the
student cga:d;nat;:r reviews it.

Q 69
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| EBCE sites.

Where Is It Filed?

Thenstudent coordinator files completed Student Applications in the
administrative file.

How Is It Used?

The form is used in combination with transeript data and counselor
ratings as the basis for selecting students. The questionnaire
portion of the forn may serve several additional purposes:

1. Staff can gain a better picture of the student's
interests and background for use in negotiating
individualized learning plaus.

2. The program can use questionnaire data for pre and
post evaluation of changes in student interests and
learning behaviors to supplement measures of progress
in skills and comprehension that can be gained by
evaluating student performance durlng the year. (See,
for example, guestions 8 through 11/fpages 73=74.)

3. ' The program can also gain a aamagré;hia ﬂéECfiPtiQﬁ
of the student body from questionnaire data. This can
be nsed in zomparing students in relation to the total . “
population of the local geographical area. A x

How Many Are Needed?

Staff must estimate the number of Student Applications needed each
program year based on their knowledge of the pnpulat;cns of the

‘cooperating hlgh schools.

NOTE: This application form has received Forms Clearance approval
from the U.S. Office of Management and Budget and may be used by

i

— ———————————— CROSS~REFERENCES —— et —

= -

e "Program Entry/Exit,” pages 12-13, for discussion of studen
aEpliéétiQﬂ to the program. ‘ : ‘

B See "Learning Plan Negatlatlgn;" Cu:rl:ulum & .Instruction, pages

84--56, for explanation of transcript and assessment data used ;n
developing each student's learning plan.

See Items 10 and 11, pages 77 and 838 respectively, for displays
of transportation and attendance fcrms.

’
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STUDENT APPLICATION -

StudentAQE.rﬁgé’l?‘—ﬁ x R Date_S/ f/ 73,;,7,§

Age __ !S5 Date of Birth 19[3-4/57 sex __ M Grade Level _,ng‘i_;

H
High Schoel Cnunselor Tfu—*afm —E“\Je:i,,, N

Address 22622 S . W. Ot

street

Tiﬂﬁ @'\a‘lflﬂ e _ g"}?;}h;“‘s -

[ a‘;g state ] zip

__ Telephone _ '2‘3 %S_@ .

"\_ In Emergency, Contact T(;thgf&,ﬁsklﬂim _ Telephone C“jgé; bt

Pareat(s ) or Guardian(s )ﬁg%,m é ﬁdﬁﬁmﬂ. E ee&ikm I ;, .

\ beseribe in a pafagra§h }TQL]E reasons Ear w;sh;ng ta be ;n EECE

Egi;-.s -faa.ﬂasiﬂg-: Mﬂ.;ﬂ‘ﬁﬁ(&&ﬂ—*% ._l Cam

PARENT PERMISSION

Date § / 5 sﬁ —S !
I have discussed the EBCE program with :ﬁ*‘;‘*“r; e

and grant permission for his/her full partlz‘:lpatlcn in EBCE.

‘ - B S B o 751§m§.:u;ei -
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Student Questionnaire

Please check the answers that describe you, or write in responsos when
ked to do so.

1. Have vou ever worked for pay outsid £
= i

your home on a regular basis?
(If no, ignore questions 2 and 3 and go directly to gquestion 4.)

o

to guestion 1, what types of work do vou do nuw o

r

§

bl
]
™
o
pu]
[
iy
m
[
1y
W
=
I
o]
|
Z,
o
"
-
i
(Ve
wl

3. What has been vour most imp

To help support my family

To gain work experience

2. D To earn mciney for my expenses or for things I want to buy

Other reason (specify) I —

4. What do vou é;{péét to be doing one year after completing high %chool?
(check one or more answers

1. D Working full=time
2. @ Entering an apprenticeship or on-the=job training proqecam

ervice acadeny

[o]

=3

i

3. g Going into regular military service or t
v
4. EAtLEﬂding a vocational, technical, trade or business school
5. D‘Attending a junior or cowmmunity cnllege
2 6., l: Attending a four-year college or university
7. EI Working part-time
8, {j Other (travel, take a break)

9. [j I have no ided what [ will be doing

-]
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6. List two jobs you feel you might like to hold after completing your

1. [;] Do not plan to finish high school
2. [:jHigh school graduate

[~ ]High school plus one or two years of college, community
— college or special training

ol

High school plus three or more years c. -.llege, community
—. college or special training
. ™1 Varﬁii : : -
5. [:]géuEEyéar college graduate /

. /

6. E:]Graﬁuate or professional training beyond college

education. Be as specific as possible (for example, say "a mecharical

draftsman” rather than "working at National Engineering').
1. _azhyp .t B LVY. :&.E-ﬂm::ﬁ -

%

AN
7. What are the occupations of your father and mother?

Father's occupation

Mother's occupation 24arimA.mn.ve o PYSY Feu

8. What high schcol activities (such as choi
participate in the year before entering E
ot participate in any. If you particip
names of the sports.

deocadh tijiﬁﬁk , : - — ‘

I
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o
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&
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STUDENT SERVICES

10. During the year before entering EBCE, what community organizations
(such as the YMCA or girl scouts) did vou participate in? Write
"none" if you did net participate in any.

m MY ERE. o, fz‘-‘f-%%ef _ I e
ymep 0 Y o

1l. List your hobbies or recrea

" I*Meé;sgfig R Swrtmeeiems

(28]

[d:ts 4, [f11 to 20 6. [ _|More than 30

—
Nosd!
e
L]
o
gt
]
[

)

DNative American Indian
— i

,_.
=
=
T
m

n

2. r_:‘ Black é. D Native Alaskan

]

E Other (specify)

ot

4, Z Spanish Descent (Chicano,
Puerto Rican and so forth)

14. What is the highest level of formal education your father has completed?

—

Elementary school

]
(J

3. [[] some high school
O

4. _] High school graduate
5. ESGmg postsecondary (for example, some college, junior college,
busiifess schoel, trade or technical school)
6. ‘Tj College graduate (four-vear degree)
7. Ej ‘Some graduate work
- —
8. [;] ..dvanced degree (=zpecify) . i S
9. D Do not know

ERIC 74
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What is the highest level of formal education vour mother has completed?

et
=
o]
el
i

3%

Elementary school

Hoad

Some high school

(for example, some college, junior collegs,
school, trade or technical school)

9, Ijm not know ~

How important was ea
(Circle one number for each

Not Extremaly
Important Important
1. I wanted more fre;édam/iﬁdépendencé 1 2 3 4 4 C;:?
2. I wanted to choose my own learning 1 e 2 3 4 @
style —
3. I wanted to learn about careers 1 2 3 4 @
4. I did not like‘m}’ previous school ; C:i:) 2 3 4 5
5. I wanted to prepara for a job 1 2 3 5
6. I was bored with school 1 2 3 @ 5
7. I héard the EBCE program was easy @ 2 3 3 5
3] Other (specify) . ._ _ s e 1 2 3 4 5

75




Student Records (item 10)

Record student transportation arrangements

All student transportation arrangements should be recorded to assure
that students are able to keep appointments and reach the employer/
community sites at which they are learning. The following pages

explain and display forms designed to record all such arrangements.
Forms displayed include:

1. Student Transportation Agreement
2. Student Transportation Options

3. Transportaticn Request

bt

4. Student Transportation Rout:s

5. Transﬁéztatian Reimbursement Request

— ——— CROSS ‘REFERENCES ———— - S

. See "Business Management," Management & Organization, pages 129-135,
for transprortation considerations for an EBCE program and the
importance of the Student Transportation Agreement in relatiopn to
‘rsurance coverage for students.

See also "Career Explorations,” Curriculum & Instructior,
pages 134-135, for discussion of student transportation in reiat.on
to student learning programs.

El{lC " | ' | 77
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STUDENT TRANSPORTATION AGREEMENT

What Is It?

The Student Transportation Agreement allows each student's parent
or guardian to stipulate the means of transportation that are
permissable for the student ro use to meet learning commitments in
the community.

How Is It Completed?

The student's parents check permiszible options, th.:: siga and
date the agreement. The student also signs to indicac? knowledge
of the agreement and returns the form to the program administrator.
The program administrator signs and dates. the form to acknowledge
the program's agreement to comply with the options specified.

Where Is It Filed?

The student coordinator files the completed Student Transportation
Agreemenit in the administrative fils.

How Is It Used?

Clerical staff use the Student Transportation Agreement to fill

out the Student Transpertatisn Options form. Program staff are
advised of the mzans of —=rensportacion specified on the agreement
and monitor student tr#nsportation accordiny .. The emplover
reiations specialist aiso -2 < which copticns the student may use

on the Student informaticii Za+d in his or her notebook (see Item i4).

How Many Are Needed?

Agreement per prograr year for every student in th~ program.

(i
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Student Records (Item 10)

;-f!li:!‘ih',-
@ Metropolitan bus systams @ “lolunteer adult driver
E Personal or family iuto FE School district bus
E Student car pool E Employer vehicle
@ Program vehicle E Other (specify)_
Any other means of travel, such as hitchhiking, is without the sanction of
the EBCE program, and the student assumes all risk.
sate alapl 24925 s.moa: M. fobbins
Father
" Mother
Ketly Koobins. i
/ Student
The prooram carries primary liability insurance on the EBCE vehiuvle to
,over bodily injury and pre -erty <°v w; 2condary liability insurance
covers bodily injury and prupert: :.i..ge chat may be incurred by students
transpc “ted or driving in ether vo . es.
Staff will be advised of ths means .. transportation approved by the ;
parents of ___ Kelly Robbins ~_ and will not knowledgeably cause him/
her to be “ranspartad by any other means.
pate ____ 7/13*:_ Ifﬂféif;, ____ signed: _ ﬁ. (. f“‘*ﬁ’ﬂs _ e
Progesm Adm1nlsugﬁﬁf
-
&
= f _
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STUDENT SERVICES

STUDENT TRANSPORTATION OPTIONS

Wnat Is It?

The Student Transpcrtation Options form records the transportation
options that have been approved by each student’s parent or
guardian.

Hew Is It Ca—nleted?

Clerical staff use Student Transportation Agreements to check off
the appropriate coluins for options approved for each student
and to ncote any ¢’ her approved options.

Where Is It Filed?

i

Clerical staff file the Student Traﬁsp@:tatian Options for.a in the
administrative file. The van drivér may also wish to keep a copy.

How Is It Used?

Program staff (particularly the van driver) use the Student
Transportation Options form to make certain that students are being
transported to employer/community sites only by the means of
transportatinn they and thelr parents have agreed on.

How Many'ﬁre Needed?

Each prograa year, EBCE programs should have on hand the number
of Student Transportation Option forms needed to record all
students' names. .

ERIC a0

Aruitoxt provided by Eic:
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STUDENT SERVICES

TRANSPORTATION REQUEST

What Is It?

The Transportation Request is used only if the program provides a
van, school district bus or other means of tra?ﬁgt::c:rtlng students to
learning sites in the community. The form includes space for
students to indicate dates, destination, times for arrival and
return and comments.

How Is It Completed?

The student fills out the form the day before he or she needs
program transportation.

Where Is It Filed?

Transporta:ion Requests are kept in a box by the clerical assistant's
desk, where they are easily accessible to the van driver.

How Is It Used?

The form enables the van driver to schedule runs to and from various
community sites.

How Many Are Needed?

Programs will have to estimate the number cf Transportation Requests
needed based on the nimber of =tudents, multiplied by a factor such
as the number of weeks in tt - srogram year (assuming that students
make one request a week, to cuver the week's transportation needs).

LR

Q -
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(This reguesy mast b turned in by 2040 poa. of £ day before the first

fcfewdip el run. )

RETURN:

£ you are ot e
COMMENTS .

|
|

Tur sday l:: —_———ire- = U,
Thursday E;; - T - .
T

vl
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dent Services

STUDENT TRANSPORTATION ROUTE

What Is It?

The Student Transportation Route is the van driver's schedule of
student transportation needs. It includes space to enter student
names and pick up and delivery times and places.

How Is It Completed?

The van ériver fills out the form each day from the Transportation
Requests turned in by students.

Where Is It Filed?

The van driver keeps Student Transportation Route forms.

How Is It Used?

The form enables the van driver to plan the day's schedule for the
program vehicle.

How Many Are Needed?

One Student Transportation Route is necessary for each day students
visit emplover/community sites.

(;‘;



Student Records (Item 10)

’ o
e STUDENT  TRANSPORTATION ROUTE “

G-17-75”

Date__ 2

PICK uP DELIVER

Student Placa Time Student ) P]aée o

| Ketly, S T —
— e 945 | Sharor  BuginsaaMacd, lne.

R , - 9:30 | Joe W s B e 2 4

o ) 945 | Ketly  |WsoTmem Mavira.
PSR e |Catds ek

) S R —

i = " ——— = =
fetre Frea. Dep?- | 5| B
Matly | WesTsemPavinlrzo | -
e |t e )iis| B

- - 370 A aren, Joe ;E;fmg Cenion
T 4
- . o ) e

) - 85
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TRANSPORTATION REIMBURSEMENT REQUEST

What Is It?
The Transportation Reimbursement Request includes space for dates,

verification for student program-related transportation expenses.

How Is It Completed?

The student °ills out the form and has a staff member verify its
accuracy. £ : travel to employer sites, (CE), employer relations
specialists use the Employer Instructor Report post card (see ltem
11) to verify the student's travel and attendance. Ffor othey
activities (for example, competency certification, special
placements), the staff member associated with the learning activity
is responsible for verifying the student actually went to the
places indicated.

Whera Is It Filed?

Transportation Reimbursement Requests are processed by the clerical

‘ussigtant and become part of the program's records of expenditure.

How Is It Used?

The form is used to assure that students using private transportation
are reimbursed at a standard rate--$.07 per nile if the stucent is
aloene in the car, $.13 per mile if the student transports other
students--for program-~elated transportation expunses.

How Many Are Needed?

Programs will have to estimat: the number of Transportaticn
Reimbursement Requests neaded based on the number of students who
plan to ¢rive to and from learnirg sites, and the frequency with
which students ar: likely to submit reiwbursement requests (prcbably
once or twice a month during the program yea' Jer driving student).



Student Records (Item 10)

TRANSPORTATION REIMBURSEHENT REQUEST

sm@w%jbymﬂ e

] Date _ Destiﬁgt.mn _

[ Rate | Miles | Amount [Verified
f : i ] o aas
1/0[15\City Toxaeo  [$.08 | 2 16 [T

%/4 oo .08 2 A

=z
apdt | me Fxit (o) | on | 4 | s
‘ 4

TOTAL | "';7 \'S‘;"QSL:

u"f
[ !
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STUDENT SERVICES

%

o Record student attendance

The following forms are used to monitor and record student
1.

attendance at the learning center and at employer/community sites:
Sign In/Out Sheet

2 Weekly Time Report

Instructor Report

Student and Employer Instructor Contract and Employer

SIGN IN/OUT SHEET
What Is It?

The Sign In/Out
and weekly.

It

includes space for entering times and activities.
How Is It Completed?
leaves the learning center.

The student fills out the sheet eaéh time he or she comes to and
sheet daily to verify student entries.

_ -h
)
The student coordinator checks the
Where Is It Filed?

The sheets are kept by the clerical assistant until the learning
aide uses the form to enter attendance information in the Master
Record Book. ‘

How Is It Used?

The form is a source of attendance information for the program and
school distriet; it can also be used in accountability conferences
with students.

How Many Are Needed?

/

ERIC

One Sign In/Out Sheet is needed per week per student.
88
oo
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SIGN IN/OUT SHEET

weenor 1272wy 12/6

MONDAY

WEDNESDAY THURSDAY FRIDAY [

TUESDAY

IN ACTIVITY ouT IN ACTIVITY ouTt IN ACTIVITY ouT IN ACTIVIT/ our N ACTIVITY Lour

Early ' » '
Activity : ’ }

B:{I? B || g,

Q:ﬂﬁtziﬁg s:ﬁ B+

9:00 a.m.

o
10:00 a.m,

10:00 a.m.

ta
11:00 s.m.

11:00 a.m.

.t
12:00 foon

L]
1:00 p.m.

1:00 p.m.
te
2:00 p.m.

209 pm. j—ry 2:30 Dowa.  [2:30 Sema 2:30 | bhome (2140

3:00 p.m.

to

4:00 p.m.
/ '4:00 p.m.
, o

5:00 p.m.

(1T we31) spzcosy juspnis
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WEEKLY TIME REPORT

sHWhat Is It?

The Weekly Time Report includes space for recording attendance at a
particular employer/community site. It also records whether the
student is using the site for career exploration, learning level,
skill building level special placement purposes.

‘D

How Is It Completed?

The student fills out the report at the end of each week and has
the employer instructor at the site verify the hours recorded.
The student then turns in the report to the employer relations
specialist.

Where Is It Filed?

The employer relations specialist turns Weekly Time Reports over
to the clerical assistant for filing.

How Is It Used? ' o

The Weekly Time Report serves as a record of student attendance
at employer/community sites. It is similar to attendance methods
(for instance, punching a time clock) used at work praces and
serves to alert students to the responsibilities of time
aceauntability The clerical assistant records data from the
report on the Student Experlence Record in the Master Record
Book (see Item 12).

How Many Are Needed?

One Weekly Time Report is needed per student for each week Studénts
are learning at empleyer/community sites.

NéIE: There is' some intended redundancy between the Weekly Time
Report and the Student and Employer Instructcr Contract/Employer

. Instructor Report forms described later in this item. Both are

90

attendance devices, but the latter set of forms is also a way of
helping staff and students know where and during what times a
studsnt ;s in the égmmunlty. lh aéditian, tﬁé Empléyer Instruétar
pérﬁlilpatlﬂg at a 51te. Wéeklg igne Rep@:ts let staff knaw
about. student attendance on a weekly basis.

I107 "
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Student Records (Item 11)

Student jiee. Eoblyiva
Week of __ ‘343' - _9-17
Site  H=eofe Cﬂskeﬁa;:sni‘#
EI Lanen Morgo— Depaftment, g““&fl*‘ﬂ- ATM(?L-\

- Esﬁiczatigﬁ — Skill Building -

Learning . Special Placement lj

- v [ 10 | woums
Monday | oo | x| 03
. Tuesday ) (2 3
) Wednesday B ! B 3 Li 7
T Thursday | 3 2
Friday 9 I 2= 3
toraL |__/ Ei, _

Each day must be filled in.
Turn this slip in to your ERS =ach Friday.

A, .
;%L . .
{(emr lager 1n5trijr:t¢3r)
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STUDENT AND EMPLOYER INSTRUCTOR CONTRACT

i =

What Is It?

The Student and :mglayer Instructor Contract is a three=-part,
nai:arban*requlréd form that includes space for .

1. names of student, employer instructor, site and
department or learning station (if there are more
than one at a site)

2. time of the student's first appointment

3. level of szite participation intended bv the student
(career exploration or learning level)

4. a two~week scheduling grid

places for the student and employer instructor to
sign their names, verifying the agreed on schedule

L

This three-part form is attached to the Employer Instructor Report
post card (described below).

How Is It Completed and Where Is It Filed? .

The first sheet of the form is partially completed by the employer
relations specialist. w the ¢ udent's first appointment is made
(by ERS or student), the ERS fills in that appointment date and the
rest of thé fcrm ﬂxcept the ssheduliﬂg grid. Zﬁis first sheet is

;te glasement is pend;ng,

The student takes the second and thiré\§hééts of the form, together
with the Employer Instructor Report poskt card, to the site for the
first appointment. T2 erployer instrugﬁcr agrees with the student
on the times the studcnt will be attending the site and both parties
sign the c~mpleted form.

The emplcyer instructor retains the third sheet of the Student and

Employer Instructor Contract and the Employer Instructor Report post

card. ‘The student returns the second sheet to the ERS who mounts it

on the Status Board to show the site is now being used by the

student. The first sheet that was initially posted on the Status

Board is discarded. (The clerical assistant will often hamdlethe——— ——
actual posting of these sheets since that person also uses them to

check student site placément and attendance records. The ERS should

initially sec U however; so that he or she keeps in touch with

the student’'s activities,) .. ' .

{03
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Student Records (Item 11)

How Is It Used?

The Student and Employer Instructor Contract form is a record for
employer instructor, employer relations specialist and student of
the time schedule arranged between the student and the employer
instructor. Posting one copy on the Status Board enables all staff
and students to identify where individual students are in the
commmity. For career explorations, the two-week schedule

suffices to cover all the time the student spends at a site. For
learning levels (which may last longer), the scheduling grid is a
way to establish the student's normal weekly attendance pattern.

NOTE: This form helps keep track of site placements and student
time schedules. It is not intended to substitute for the Weekly
Time Report (described earlier in this item) which the employer
.instru&tér s’igﬁs to verifg the student actually came to the site

How Many Are Needed?

One three-part form, with attached Employer Instructor Report, is
necessary for each student site placement.

' STUDENT HD o GVEHINSTHUCTDR CDNTRACT B
NA STUDENT AND EMPLOYER INSTRUCTOR CONTRACT ]
SIM  naf STUDENT’AND EMPLQYERINSTRUCTDR EGNTHAFT
SIiT
EMF RN Y PT. !
Fim EMPLOYER INSTRUCTOR Q&u&ﬂﬁ AL
N / / ﬂ"s E‘-FAEEER EXPLORATION
FIRST APPOINTMENT % I% 7 — DLEARNH\IG LEVEL
- _ ale - me S —
) - WEEE OF L M T - i\l 1 Tfn F .
?/13— a/17 [0-2 |a-2| 13| 3 | a2
—
(11 — — S -

™ m@,@namm

STUDENT SI(_;Nf




STUDENT SERVICES

EMPLOYER INSTRUCTOR REPORT O

What Is It?

The Employer Instructor Report is a post card that is attached to
the Student and Employer Instructor Contract form described on the
preceding pages. It allows the employer instructor to verify
whether student attendance was satisfactory and to add comments
regarding the student's onsite participation.

How Is It Completed and Where Is It Filed?

When the student finishes a site,
the post card and mails it to the
assistant receives the post card,
relations specialist, attaches it

the employer instructor completes
learning center. The clerical
shows it to the ermployer

to the Status Board oo ~f le

Student and Employer Instructor Contract and files | : card
file alphabetically by employer site.

ow Is ItIUsed and How Many Are Needed?

The ERS uses the post card to note that = student has finished a _
site placement. The clerical assistant uses it to officially verify .
the student's attendance at the ite and to record that information i
on the Student Experience Record in the Master Record Book (see
Item 12). One post card is needed for each set of Student and
Employer Instructor Contract forms.

[§]

EMPLOYER INSTRUCTOUR REPORT

Did the student meet the hours. una gappointments involved in this
contract {was the attendance satisfactory)?

Student Name K’zﬂﬂxj Eﬂlﬂb‘ﬂ‘: i Yes '7’; No O

It not, what day(s) did 1 . student miss?:

C:'xmme;ﬁi Nﬂ E vy ﬁ‘&’*“’ — ifi"géf —_ KLQQMM ’
wel) (uith a of us - -z .

Date_A-2.0-24

Erﬂpia@nstmcmr

. 94
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Student Records (ltem 12)

— Maintain master and individual student records of learning
12 experiences

Student experience records reflect all student programrelated
learning experiences, both at the learning center and at employer/
comnunity sites. This item deals with the Master Record Book and
the Individual Student Books. Contained in these books and explained
on the following pages are the primary records necessary for
recording student performance, measuring progress and completing each
student's Record of Student Performance. Items 13 and 14 deal with

additional records that help staff maintain close contact with student
progress and provide input to the primary records described here.

MASTER RECORD BOOK

What Is It?
The Master Record Book is a |large, three-ring binder that ikcludes
the following forms for each student:

1. Life Skills Project Record

2. Student Profile Z
3. Competencies Recor
4

Student Experience Record

How Is It Completed and Where Is It Filed?

The learning aide and elerical assistant update information in the
Master Record Book from other student records (explained on the
following pages). The Master Record Book is stored on a shelf easily
accessible to the clerical staff who work with it.

How Is It Used and How Many Are Needed?

The Master Record Book is a collection point for summarized
information on all student work toward completing program requirements.
(CE), recommends that forms from the Record of Student Performance--
used for credentialing purposes (see Appendix D)--also be kept in

this book and updated at least quarterly. Essentially, for a program
of 30 students you will need one binder large enough to hold about

330 pieces of paper. For numbers of individual forms, see the
following pages. v »

Loy
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LIFE SKILLS PROJECT RECORD

"

t

L
L

What Is
The Life Skills Project Record includes spaces in each of the Life
Skills areas for project titles and beginning and completion dates.
How Is It Completed?

The learning aide collects the information frem projects handed in
by students and enters the information on the form.

Where Is It Filed?

The learning aide files the form in the Master Record Book.

How Is It Used?

The form is available for parent inspection during parent visits -

to the learnlﬂg center and is used to complete the Student Experience

Record and the Record of Student Performance. It is also used to
update the project card posted on the Status Board (see Item 12).

How Many Are Needed?

1
4An EBCE program needs one Life Skills Project Record for each student.

-TWo years »f program wark\nay be entered on one form.

96
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See "Projects," Curriculum & Instruction, page 215, for more
discussion of project recordkeeping. w7
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LIFE SKILLS PRCJECT RECORD

Student Kelly Robbins ' -

PRDJEET TITLE ) . 7 - 7 - " STARTED - COMPLETED -

LIFE S!QLL 1 v
T - R - . Y
I -1 'I‘eat:hlnﬁ Slxth Graders About Nature o o l12-10-74'] 1-14-75

| ( — Ap—
Creative ‘Don't Just Stand ,ijlefre. -= Do Something - 3-19-75 | 4-17-75
Deuel:ipmant . g - — - - . = == = e ,

(E)E f‘:’rﬂ‘:’“ ] 9-15-74 110-18-74

: Critical - 12 Hérsépgwe: Kohler Englne ' - : 12-1-74 | 1-13-75 _
' | hinking - — i : — e : =10

e Laglslatu;e};c;eclii ] 2-12-74 4-18-74
Functional ¢ | Where Do I Fit In? - o | 4-20-7% | 5-1-75
Citizenship — ] " = g . == =]

\ S p—

e . o Easic Eauth Conflicts =~ e e ,,-, . LA

Personal/Social What (@An_I Do) About Ma? B N .
‘Development { \ - — -

- . : Aviaunn Grc:;und Sc;hpnl o 71711;77 L - ol é,alg_74 5 12 74

A o I Was a Teenage Sclentiét ) - B 2-18-75 | 4-3-175_
o |scionce . p=ER Pge Schentist oo — =75 1 4-3

oy R el R C 10y

(zT we31) SpIoosy juspnis



STUDENT SERVICES

STUDENT PROFILE

What Is It? )
The Student PIGfLIE ‘displays the summarized results of" career
assessment (Career Information System, Self-Directed Search),
Basic Skills assessment (Comprehensive Test of Basic Skills and any
cher Baslc Sk;lls asséssﬁent ;nstruments)and L;fe Skills/learning

How Is It Completed?

The .employer relations specialist collects and summarizes career
assessment data. The student coordinator is responsible for

_ collecting and summarizing Basic Skills assessment data. The:

" learning manager collects student self-assessment data from a
Learning Style Self-Assessment check-off sheet completed in
conference with the .student (see Item 14) and summarizes the
data for the Student Profile. The learning aide records the

~ information on the Student Profile. Information is updated as p
students take aﬂaltlénal dlagngstlc fests=§fgr ;nstance, to further T

. - ~ Y

Where Is It Filed?

The learning aide files the form in the Master'Régérd-Egokg

HDWIIS’It Used? g:

i

;nd;V1duallzed learn;ng Plans and is. avallable t@ all staff for
information purposes. The form is also open to ‘parent 1nsgect1an
during parent visits to the learning center.

A

How Many Are Needed?

Jne student profile is needed per student each program yea:;

— - —— EE@SS*REFERENGE'V~” —
- s /
A

See "Learning Plan Negotiation," Curriculum & Instruction, '

pages, 54-58, for further explanation of the Student Profile aﬂd
another example of the completed fbrm

o 95.
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Student Name: George Rogers_ o
Employer Relations Specialist

CAREER ASSESSMENT:

‘Date: ___ 10/22/74
CIS: George seems to have a narrow spectrum of interasts.

training to meet his objectives.
ogcuations did not match his desires.

teaching and supervising. SDs:
scientifie and technical pursults and wdrking with people.

Medical careers,

e

BASIC SKILLS ASSESSMENT: Student Coordinator
Date: 8/15/74

Tes; Results _and | Interpretat1an.

24 out of a poss
Ehat Gearge has a gagé cgmmand af phonics, word r

=T adalﬁlan, subtfactlcn, mul

decimals, percentages and measurements.

STUDENT PROFILE

To limit his list somewhat he stipulated the top starting salary figure. .
the focus of his interests,
George's interests, abilities and self-perceptions best suit him for a career

while encouraging him to look at a broader range of a:cupat;nnal choices.

sible 25 correct on the reading inventory.
cognition, vocabulary and comprehension skllls.

encouraged to work on reading activities and materlals according to personal need and interest.
»encﬂuraged to unﬂertake more advanced read;ng and pufsue the Qppéftunlty to increase his vocabulary.

ﬁlpllcatlgn and d;v151nﬁ af whalé numbers as Well as basic arithmetic operations with fractions,
As there is no indication of a consistent

'\

i

i

He expresseés willingness to complete any amount of education and/or

The remaining 12 |
lack of interest in |
invelving i
self-confidence

are eliminated by his

Our objective with George will be to strengthen his

{

|

It is :eaammendad ﬁhat hE be
George should also be !
On the math inventory
He is able to compute basic math functions in

pattern of difficulties it is ré:gmmended
and needs, A

§hat ‘George be providesd with math programs developed around his personal interests

LIFE SKILLS/LEARNING STYLE ASSESSHENT Learning Manager/Student

be Eﬁtauragéé to pufsue his 1nterest5 anﬂ ﬁEEdS ta learn to take a hlﬁ mare Elme and care in the work he is

-Date: 10/24/74
Interv1éu and Comments: : ., i
Gecrqe is-.a quiet, self- dl:EEEEd highly matlvated young man. His interests lie in phatagrsphy. ‘tropical fish, law medicine and
me:han;és. He likes frequent contacts with staff and often needs to be reminded about deadlines. I feel that George neédﬁ‘ta
doing. - He needs to -

Aruitoxt provided by Eic:
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STUDENT SERVICES . \:) 1

COMPETENCIES RECORD

What Is It?

The Competencies’ Record J._isi':s the competencies and provides space
for certifier names and titles and dates of certification. Students
have a similar form in their Competencies Workbock.

row Is It Completed? $

The competency certifier signs the form in the Competencies Workbook,
which the student returns to the lea ming resource specialist. The .
-.n.ylea;:m.nj aide typez the certifie: s name and title and the date of
!Egrtlflt"é‘ilf;ﬁ trom the workbook Form onto the form in the Master
Riécord Bozk. : K

Where Is It Filed? |
Ih\a\-:cmpetencies Fevord is filed in the Master Record Book.

"\ N

How Ic it Used? !

The haet is. :.‘\falléb]é for pa*‘eﬁt 1n5pect1§m durz.ng parent visits to ‘ .
ing centsr., It yrovides A complete record of student work =
'aetr_\r:.f:iasgé’ﬁrd i used tu £111 out the Record of Student

the Ilsaga
on; tize o
Pexrfor: :ar

How Mary Pire Mossed? ' - .

B 5
oA e wadent is suff;clent, prav;dlng each
At farm fgr certifiers tr: ‘sign.

-

ona "“f‘ﬂ‘;@ﬂt?nﬁj 28
student hags g SEPE'.!&

fitE

]

NCIT:  whe reverse side af this form (m:!t sh:;wn here) continues with : )
the: ining c:@mratem;;es- " Since tlus form also duplicates the £400,
:Compoisneies page .in the Record of Student Performance (see Appénd;x e

D), you-may wish to use the latter .sheet in your Master Record Book |
.and simpiy transfer it to the Er&ﬁéﬁtlaling partfal;a when the
Stﬂdént q:aduates or leaves the program. .

e — ftCRQSS-REFEEENCE e e

i . See ‘*"C‘ampetenélés," Curr.zculum & Instrm:tlc:mg pages 345 and 405—405 ’
' for more on regcrdkééplng for *this lsarnlﬂg strategy.

‘h | . E
. 2 - ot : !

b

]
2
L~
[
co
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i ’ _ Student Records (Item 12)

Al students are required 1o demonstrate compelEnce o IFE ;amlm;nan ni a businest or community uxger[ in the
following aress:
f . . 1. Trmn:r buginess on a credit basis, (Su,dam; damanstrats terms ind :nndmuns of credit.)
- S T . 2 Z
m E
Jamie Brown, Asst. Cashier, Citizens® 'Bargc 11/7/13 -1 %
, A\ §g
2. Mammn H ehur.king sccount m\pﬂﬁ order, Ismdanu study ind |mplernam a checking account sysiem. ) = 3
. — — —— — 5
\ 4
Susan Goodall,. Asst\ Operations ugri ' E:. tizens' Bank 9/25/73 g ,
N _ R ~ o § 2
3. Provide sdsquate inmurance for nl‘ family and possessions. (Stuagms study and dﬁigﬁ a :ampr&hen;wa insurance & 'é :
program.) L B ) o o F £
— - —— — ,T‘ i £
Harriet Wagner, Insurancc Agent, Safety Insurance Co. 1/2/74 g‘ :
— R 210
= !‘\“
4. File state'and fedaral income taxes. (Students acsurataly hle state and federal income tax forms.) ‘:\
—— - _ — — .
Legter Warren, Auditer, State Revenue Agenéy - 2/24/715 N\
= 5. Budget time and money i"i;mily {Students plan a household hudgei !;;ﬁvnf a time period of thres manths lnd
davelop and lmplﬂmmt i hma budgnt Inf a mﬂaﬂ of one weak )
Walter James, Learning Manager, (CE) 2 ] 1/30/74 W
_ [ . — _ - - § §t
. Bl;am;hg Fuller, High School Home Economics Iﬁstruc;t::f 4/19/74 g z N
. o _ _ ; _ . 7 I _ . B 3 % ; B
> B. M;mmn the bast phym:nl hasith lnd rnikg lppmpn.ﬂg uig of ieisurs time. (Students dwelnp and follaw s physical E‘_ o
litness plan iﬁéula;g recreational acmmﬂl . . . I { _ o §
' ' Henty Blodgett, Hig_ School Wrestling Coach + 2/28/75 - E
;.. w
Waltef Jms. Learn:mg Fanage;n (CE) . 2/23/75 E
- o _ - o I 77 H
7. Respond !prnprmmly 1o fire, and physieal health emerge . (Studants dwzlnp an ;mergenr.y 'lru eicape ¥
plan, ﬂwalag five :pprapn“& citizen actions in ;mergam:y muallﬂns and pas; a first aid examination.)
Joe Watzik, Fire Prevention Officer, City Fire District
' - ' ' 1/22/75 "
—_— e —— ——————— —————— — — - ;o
! . Katherine D Erlen, Lieutenant, E:Lty Police Eparﬁmnt R
. [N l 10/2/74 !
Joe Watzik, Fire Preventian Officer, City Fire n'g;g;;t T o 5
106/1/74 : :
. Participate in thi slectoral system. (Studsnts co ;' registration and ballot furmun&uxplmn ballot isgues.)
— —_— - —_— —— —
.. | | Audrey Jaﬁas, State Eg:esentat.ive ' E/E/?i-f,
‘Audrey Jones, State Representative . 6/6/74 .
_ ' ~ P ,

Aruitoxt provided by Eic:



' STUDENT SERVICES

‘What Is It?
The Student Experlenée Record ll:tz expg;tat;gns tgr ea;h HLhUGl

'cémpléted and tatal to date in each Llfé Skllls area. There is alsc
space for noting daily program attendance, emplaye:fcammunlty site
attendance and other learning activities. The reverse side has
spaces for staff to summarize their observations of the student's
progress and to make special comments about Basic Skills work and
learning needs,

How Is It Completed?
! .ne learning aide collects and records attendance data from Sign In/

Out Sheets, project data from Life Skills Project Records,

competencies data from Competenc;es Records and other data from |

learning manager records. The clerical assistant records employer/

community site attendance and explorations from Weekly Time Reports,

Employer Instructor Repnrt gast cards and émPleEf relations

specialist records. . -

Where Is It Filed? _ ' L - _ ,

The Student Experience Record is part of the Master Record Baok, P
on a shelf by the learning aide's desk.

=

How Is It Used?

The Student Experlénae Record is a monitoring sheet fcr all.-student
work. . Dividing the record by school year action zcnes gives a
better idea of where the student is in relation to expectations for
each zone. 'This record. is open to parents during'pargnt wvisits to
the learnirg center. It is used to fill out the Record of Student
Perfarmance and to cert;fy program Egmpletlaﬁ.

How Many'Are Needed?

" One. Student Experlencé Racard per student is' needed for each schoal
.. year action gone each year the student is in the program. :

E}:g{ !:) [
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Aruitoxt provided by Eic:

- (CE)2 STUDENT EXPERIENCE RECORD

STUDENT NAMe 0SS Korney

20NE 1: September 3, 1974 to September 20, 1974

ﬁrigmtlgn ("learning names/how [ fesl ;’mul' being hg%g")

Initial meetings with Laaming Mansgsra "

Initial mastings with Empleysr Relationa &gxﬁiihil

Initial mestings with Learning Rescurce Specialist

Mzke axploration chaices .

Go on explorations/lsarning ln’ai.

Mest with Employsr Relations Specialist to svalunte fiest as@!arﬂlc—n

Complete and credit first, sﬁ!m’nggﬁ A

Start firsi compeiency »,f!

Sabmit time alips

Attend mandalory weekly mestings

Atisnd implﬁjﬁjiémmir!’ v

Begin journal ’ ' . -

Begin first project (Critical Thinking /

Begin second project (Perscnal/Bocial mvnlupm;ﬂ_l)
/

=/

?l:n infeut appropriately

Héﬂx!;f program and job site attendance /"!
Consistent pregram and jeb aits mrhrm?}ég
Compleie first project (Critical Thinhﬂ;;
Mest regularly with Leagning Mlﬁ;‘é/?ﬁ o
Meet regularly with Employer Relsjions Specialist -
Report progress (o parents ’/
?li;i nui‘ Tone ;ahﬂtiég

Comp!

ete firat competency /

/

Student Records (Item 12)

~ .- PROJECTS

- ] TOTAL

NUMBER .10

LIFE SKILLS COMPLETE | DATE
Critical '
Thinking ’ ‘ '
Parsonal/
Social
ngalgpﬁiggtg
Creative 1 -
Davelopmant
Scignéi - N
VEl:.I'ﬁGEiéﬂrﬂlj ) )
Citizenship

EMPLOYERSITE /= B
ATTENDANCE - ,

THY

\ sEp2-SEP6 _

SEP 9 - SEP 13

SEP 16

- SEP 20

KEY
A-absent
H=telid. s
EX-axplaration lave!
PR=-projects
SB=skill building
COMP - compatancies
| LC-learning centar

attendance
WM - weakly mestings
. P=number possibla
M-~number missed !
. L=number lats

LEARNING ' 1 o o -

ACTIVITIES ‘EX | PR | comp Lc JOURNAL | omHER
o platfr A elm]|tL
~ sepz-seps | | Islol | 1 1T°1T
SEP9-SEP13 | )| _I1sl1op 1 |
" SEP 16 - SEP 20 (v Tal DYy T o
oonevora, - 1201 ] 21 hgl ) L] ] 2 [
omvoost |2y | 9 el a1 2] [



STUDENT SERVICES ' : /

”Studént Exper;ence Record émt;nuéd '
' _EASIC SKILLS

CTBS shows high skills in all areas. Perfarmance on prage:t
activities backs this up. Foss tried to sign up for advanced algebra
class at PCC but class was full. He is working with an EI at an

engireering site to follow up on math skills until he can get into a
class. dri tiﬂg/arganizatign could use more practice,

LEARNING MANAGER COMMENTS

5.5%mmgwu-—%tnta_!—k,

a_a-mm WOt — mmﬁ_ﬁ Lt tontl
m#&&%tuﬁ- M‘W\FELLLLB?\

EMPLOYER RELATIONS SPECIALIST COMMENTS

?;ﬂ.ﬁ, &*vuﬁk\g \i_\‘é - -}naé va-ispn-g.!t ég:fi\ A.\_,_ véui‘f ilz /

MCLE 1_5.4) )‘7’2- E\*“'B wrs lhaa Wﬁ\kgiﬁ i-uu-i Puvsuas
\“\M.Mh Could war gome smove | b bt

& cnd
Mgw;#\ﬁ (V.98 ék@ﬁ%m} §¢EEA o hﬂé-icﬁa lu_p 5797’56"%5

SIGNED #ﬂw"( ‘#V‘ﬂ Ee&.r\—i

@w S, &

PARENT CDMMENTS : _ : ¢

(detach’ am‘i reium)

7

104



Student Records (Item 12)

. INDIVIDUAL STUDENT BOOKS

What Are They?

The Individual Student Books are three-ring hinders kept for each
student. Each book contains tabbed sections for each of the three
‘curriculum components--Basic Skills, Life Skille and Career
Development. '

_The Basic Skills sectiop holds results of all Basid\ Skills learning
materials the student has used, notations when Basic\ Skills materials
have been substituted for projects, tutor reports, grades fr::m

classes taken elsewhere and so forth.

The Life Skills section contains completed pmject forms (with

summa tive 1ea:n1ng manager evaluation comments) for each of the five
Life Skills areas and any cr;tl:al thinking wrap- up activities the
student has done. -

The Career Devélcpméﬂt section contains lists of specific career

, - areas the student has chosen to examine and results ‘from career

‘ " interest tests.the student has taken. (Note: these results are also
filed on the Student Profile--see page 99.) The-section also

. S contains the following farms wh;ch are dgsglayed on subsequent pages

- of this: item'
1. Learning Site Utilization
2. “"Skill Development Record

. 3. Student Evaluation of Learning Site ‘ - -

4. Student Performance Reviey

How Are They Cump’leted?

The leaz:nlng aide is raspahslble for entering forms and related
1nfc:rmatlan in-Individual Student Books. .

. Where Aré They Filed?

'Imilv;dual Student Bmks are stored on shelvgs by the learning
aide's desk. S .

]

e

| 2
i
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"STUDENT SERVICES

How Are They Used? : ' : ’ ,

The individual book for each student is a collection point for
the forms and data mentioned* Each book is available to
the student's parents when they y¥sit the learning center. It is
also the basis for much of the information recorded on 'the Record
of Stuadent Performance, wh;ch is used for credentialing purposes
{(see Appendix D).

_ /
- How Mahy,Are/Needed?

_ o One Individual Student Book should be set up for each student in
/ . the program. Usually a one=inch binder is sufficient.

LEARNING SITE UTILIZATION FORM

‘ ) ::V :
What Is It? ; )

A Learning Site Utilization form is filled out for each student on -

each learning level placement. It includes space for noting the.

site and dates of the learning level and completion of -learning

site analysis, learning objectives, project negotiation and ,
ratification, Student Performarice Reviews, Student Evaluatlcns gf

Learning Sites, Eg«:ject completion and the exit reaew by studenti .
employer instructor and employer relations speclallst.

How Is It Completed? o _—

. The eﬁgl@yer relations specialist collects the information and the
learning aide records it on the Learaning Site Utilization form.

Where Is It. Filed?

The 1éarﬁin§ aide file;sgﬁe form inylndividual Student Books.

How Is It Used? , /[ . -

The fcrm is used to keep- track af/all the stages @f 1earn;ng level
experience and to serve as a regéra of that experience. It is also

_available for parent. ;nspect;aniﬂurlng garent visits to the learning . f
center. ‘ A . L :
. / , : s - . b
/ : : .

How Many Are. Needed?
-

i ' ' / o . .
v EBCE /programs should have/éﬂ hand enough forms ta record each .
’ 1éarn1ng level for every;stuﬂent in the §rcgram o
i A " =

éaé : _; -;“ o | 115




' Student Records (Item 12)

Student _
Site f‘—sis\_\ M&\hf&w—.# Department
q-1-2y

Ke b, Q:;EB\}.-.\

'\
LEARNING SITE UTILIZATION

lzacLﬁ

\ERS

/!—-?é

date c::xmpl eted

G-y

date initiated date started

DATES :

Learning site analysis comple

G-9-2¥
vérif.ze& bg E'I
?—:sr -7

written

Learning objectives written

§—I§i;?§(
/- ?5’

Pfgﬁeet negotiated

sféb

(student/LM)

Project ngg@stiat'ian ratified
(student/employer instructor)

Student Performance Review

(by employer instructor) )
. i . ) . ‘

Student Evaluation of Learning
(by student) )

Site

'Skill Developient Record
(employer instiuctor/LM)

\ S

. ...\
Project completicn certified
1 (employer instrugtor/LM)

F;nél Student Performance Review

{’»ézﬁglgg er instructor)

Final ‘Student Evaluation of
(by stué&nt)

Learning Sit,g L

Exit Interview (studen t/émpléy er

instructor/ERS)

ERIC
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STUDENT SERVICES

'SKILL VELOPMENT RECDRD

What Is It?

The Skill Development Record has space to enter skills acquired on
a iearning level, how well the skills are acquired, target d&ates
for the acquisition of skills and employer instructor certification
and the dates of certification for each of the skills listed.

How Is It Comp1eted and. Nhere Is It Filed?

“——ghe ‘student receives the form-from the am@layer relations specialist

and lists the tasks with the help of the employer instructor at a
site.. As the student works on the tasks, the employer instructor
fills out the rest of the form. The employer relations specialist
collects the form from the employer instructor. The learning aide
types the informidtion onto a duplicate form that is: then filed 4in
the student s Ind;v1dua1 Student Book.

How Is It USEd?
The form serves as a record of skills acquired on arlegsningAiéﬁelv
placement. It is 'also available for parent inspection during -

parent visits _to the: learning :enter aﬂa iz used to conmplete the Lo
Record of Student Perfcrmance, d

How Many Are Needed? : ‘ ; .

Vibe pragram should have on hand at least two Skill Development

‘Records for each student, one to be used as a working copy by the

_.student and his’ or_ her émplayer instructors, the other to be filed
" in the Individual Student Baak for that student.

NOTE: Side two of the Sklil Devglagmént Record, ﬂQt reproduced here,
is a c&ntlnuatlan af the columns of side one.

| | ; ;f;

——— Q?SEESEEQSS=EEFEEENCE77 - —_—

-

See "Learning & Sklll Building Levéls," Currlculum & Instructlan,-

. pages 289- 29‘, for more explanation ‘of this form.

108
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Aruitoxt provided by Eic

2.

Ask your EI how well yo

'l

SKILL

DEVELOPMENT RECORD

Site

be acquiring
L{ggwthem hers aﬂd natg tdrget dates

discuss with 3.

at the site participation:

for completi.n. A. You lave
B, You have
C. You have

u shauitf be able to do each

Have your EI note the extent of your

Erar: r:e’d Ehé task
agulréd the task

task. For example: -
A. Number of units pé: (hﬂurs day, minute) 4. When vou thirk you can do 4 task as well as
B. Percent of accuracy required your EI says you should, have him/her check
€. Able to initlate and compiste w;thgut you on the task and fill in the last two
gapervision - colums.
. " 'PASKS/SKILLS - JEXTEKT OF PARTIC;IE@.T}DN I‘AJ}GQI‘J;B'I’EI COMPLETED JEI INITIAL

3-iS

4

-

| 4-1 F-r ] Qj ,,
B Y . 3’/
, $-5 o5 A
%
122 | ;

SpIOO3Y JuUspnig
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STUDENT SERVICES

110

STUDENT EVALUATION OF LEARNING SITE

What Is It? .

The Student Evaluation of Learning Site provides space for the
student to evaluate the employer instructor and site for each

learning level or skill building placement.

How Is It Completed?

'Ihe student fills out the form, discusses it with the employer
instructor and gﬂves it to his or her employer relations specialist.

Where Is It Filed?

The learning aide files Student Evaluations @f Learnlng Sites in
Individual Student Books.

How Is It Used?

The form is available for parent inspection during parent visits to
the learning center. Staff use it to determine student opinions of O
sites and employer instructors. \

How Many Are Needed?

TWG sheets are needed for every site a student visits on a learnin
level or skill building placement--one for an interim evaluation o
the site, one for a final evaluation.

g
£

———— ————— CROSS~REFERENCE memeie

For more discussion of this form, see "Learning & Skill 3uilding
LEVElS r Cufriculum & Instruction, pages 294-295.

124 B N )
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-5-1Y

arning Level Skill Building Level E

1

NDERSTANDING OF HI JHER ROLE BY: I

| EL DEHDHSTRETES Al

Prav1d1ng ar;entatlén to_ the company -

Haklhg 1nt dugﬁlﬁns h=B athéf people l

Orienting to facilities _
Elarlfylng expectatlgns af dress/gta@m;ng

it [ 5|5 |¥es

1%

Camment

EI PRDVIDES A PRDDUCTIVE LEAHNTNG EEVIEDNH;NT EY l

Ee;ng lﬂEéqutEd in develcpment of student anﬂ pragram

Ee;ng WLlling ta také thE to helg

Enc@ufaglng ;ndegendent work on ass;gned tasks

Understandlng why student isg the:e

(I
_ Under student . i
. len‘u; feedhar;:k on péffc.\rmance . o - o
L S— —— ;;
==}

&

Encnurag;ng new and mgan;ngful Exp&rlencez )

Supply;ng campaﬂy information and materlals o B
. /

Comment

Galnlng valuable lea;n;ng EKPEE;EHQE??V .

Clear on your performance review?

Comment

! ADDITI@NAL CDMHENTS ‘

ERIC

Aruitoxt provided by Eic:
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STUDENT SERVICES

STUDENT PERFORMANCE REVIEW

What Is It?

The Student Performance Review allows the employer instructor to
record his or her impressions of a student's learning level or
skill building attendance, punctuality, attitude, learning
processes and performance. The form is used at least twice
during the time the student is at the site.

How Is It Completed?

The employer iﬁstru@tér fills out and sighs the form, discusses it
with the student and returns it to the employer relations specialist.
The employer relations specialist gives it to the learning aide for
filing. . s

Hhere Is It Fi?ed?

The learning aide f;les the Student Pérfarmanﬂe Rev1ews in Ind;v1dual
Student Books.

How Is It Used? . - ' i .

tﬂ the 1earn1ng center, aﬁd staff use lt to check Student cn51té
behavior and performance. *

A

- How Many Are Needed?

At least two Student Performance Reviews are needed for every
learning level or skill building placement--one for an interim
evaluation, one for a final evaluation.

o . o L L
— —— CROSS-REFERENCE — —

!Séé "Léarnlng & S5kill Building Levelsf" Cgrrlgulum & Instru:tlan,

pages 292-293, for more discussion of this fori.
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’ o STUDENT PERFORMANCE REVIEW

Student _ ﬁéﬂv F)@Eﬂll’]% . Date ”“5‘7:%
. Employer Instr.{c:tar \sz' MIJCKI'?V

site _ Cify . Maiatepance Dept "
Learning Leve; E Skill Building Level[ ]

ATTEﬁDAHC‘P!PUHCmALITY ]

Rgparts ta ampl«:yg; 51':2 ::m t:.mg :

'ATTITUDE | -

‘Understands and accegts re sp; ;1,}:;;}7}?

Qbsewes emglcxyér 5 rules

Ehaws ;ntErEEt a,mi Enthus;asm '

Courteous, u:aqu;a\;;vg

Good team worker

Judgment

Paoise, self- c@nf;éence

‘W

Demanstrates appropriate dressfgr&:u:m;ng

Ccm:::erned far qulgménﬁ/praperty

Comment :

. Lgamlng qra‘it-h e I

Quallty of asslgned g:fgjects )

N

Uses Emplayer 51te lear 1ine

Comment: -

PEEF‘DEMANEE

Sééks feedbat:k concerning pe:fmrmance

Accepts feedback information

Uses z:;tmlsm canstructlvely

Cnmpletes tasks ass:.gﬁed -

P:agress;valy ;equlres 1ess ELIPEI‘VJ.SLGH )

Comment:

\!

%DDITI%WAL COMMENTS': féiﬁf; 2 gz’. @f%@ ﬁé{ 4}.544{5 i
7 Sl e Sfels S jé?fw,éfgy Ba7 He 2.
ségf?szsﬁﬂgf s 282 M z&ﬁj@ B e Lorymed

o | : o ‘ 13“‘1

ERIC
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STUDENT SERVICES

— | Use additional procedures as necessary to monitor and : .
13 record student progress and behavior ]

In addition to the forms contained in the Master Record and

: Individual Student Record Books (see Item 12), you may wish to
maintain several other kinds of monitoring devices, as displayed
on the following pages, to help keep in touch with student
experiences. - (For other progress monitoring devices used by
individual staff, see Item 14.)

=
i

STUDENT STATUS BOARD -

What Is [t?
The Student Status Board is a large bulletin board containing four
cards for each student: .

. 1. name card

2. a copy of the Student and Employer Instructor Contract

3. Projects Card
4. Competencies Card

The Student and Employer Instructor Contract is explained in
Item 11; the other Status Board cards are self-explanatory.

/
How Is It Completed?
The learning -aide posts a name card and collects and updates
information on project work. The learning resource specialist
collects and updates information on student work in the competencies.
The cierical assistant changes the Student and Employer Instructor -
.Contract as the student moves to different sites.
Where Is It Kept And How:Is It Used?
The Student Status Board is a bulletin board in the conference area
of the learning center. It provides a highly visible public display
of student status. :




Student Records (Ttem 13)

’ STUDENTKNEEMPLGYER INSTRUCTOR CONTRACT
NAME 4’;,&\&!\& \&o h&‘ﬂ’!i e
SITE Mo ke %E_f%,e, EPT. th; aﬁ!ﬂgﬂ,
EMPLOYER INSTRUCTOR %ﬁﬁ WAoot
) ’ f M. | BCAREER EXPLORATION
FIRST APPOINTMENT _ CJLeARNING LEVEL
&ss-m? Miii W ,_rh’ NN
57/15 a/r7 1> Ja-m 153 |13 |-
, o Itiiuq klgL;;L:mg 3
EMPLOYER INSTRUCADR s:ﬂ;muﬁ; — __STWDENT SIGNATUHE o
If 1
’ ) Total
. B LjF? ‘SKILLS _ Neadad Started Compiated
- EREATIVE DEVELOPMENT .2 B T3 BEY -3
f:nrr ICAL THINKING - ' é a3 | re[ad]
FL;JCT mn[cmzmsam 2 — -
PER:SGNAL;S(EE; 1AL DEVELGPMENT o} ujg 1 _taj
SCIENCE o 2 |—t0las —
~ Total _ _
) COMPETENCIES PROJECTED DATE COMPLETED -
1. Credit e = _sofs _
2. Checking ' . - —_—
3. Insurance _ - —
4. Income Tax _ __ e
5. Budget — R YA
6. Physical Health __ = == e
7. Emergencies o . )
8. Electoral - ) Zié _
9. Government —
10. Rights e
11, Public Agencies /0
) 12, Employment — e e e - -
' 13. Automobile ) N - )
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m
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ZONE DE

What Is It? ;

The Zone DEbrlEflng form offers space for entering school year
action zone completion, work on competencies, projects, journals,
explorations, Exploration Packages, learning levels and turning in
Weekly Time Reports. It also provides a blank.for noting whether
a student has used employer/community sites adequately during the
zoné (interpreted by staff to mean spending a minimum of 15 hours
per week onsite) and check-off blanks to note whether a student has
negotiated a learning plan and target dates and is meeting target
“dates in the estimation of the learning manager and learning
‘resource specialist. In addition, space is provided for prescriptive
comments. : '

* How Is It Completed?

A1l staff contribute information to the Zone Debriefing form before

zone progress and zone debriefing meetings. The student coordinator
collects this information and verifies each form during zone rogress
and debriefing meetings, and the learning aide records it on a clean

- form. Copies go to the 1garﬁ1ng manager, employer relations b
specialist, learning resource specialist, student coordinator and
parents. : .

; .
Where Is It Filed and How Is It Used?
The student coordinator files copies of completéd Zone Debriefing
forms. The form is used to record student work in a school year
action zone, to prescribe action to remedy deficiencies in student
work and to report student progress to parents.

How Many Are Needed?

Programs should have on hand at least four Zone Debriefing forms
per student for each school year action zone--two for zone progress
meetings, two for zone debriefings.

et CPQSS—REFERENFE — e

See "Gu;danseg" Item 7, for further exglanatlgn af zone progress
meetings and zone debriefings.
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Student Namziﬁ%—m ~ S — /| Zone Activities

vate__3/17/1S o completed

Zone Activities
| Not Completed

L : [ Cwomx rurs zong | compLemeD : COMPLETED
ok ‘;i;iy? THIS ZONE 70 DATE

CEHF'ETENCIEisi 7‘577 ; ) - :7 2 . 7? 7
soumwALs . | P Q, 7 o
EXPLORATIONS ﬂ:ﬂ X 7” 7”: ) j f’ ,,5 B
EJAEE‘LDRATIDNi PACKAGES | K l : }t o : s B
FARNING LEVELS X 7 7~ _ 4 _
'I:‘IH:E;SLIPS 7 X ) 5’51 L 7 5':::\75:7 _

2. Has the student utilized employer sites adéquétely this zone?

Yes E No Ij

-

: /
Has the student negotiated a Is the student meeting thz target
learning plan and target dates? dates?

w
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ACCOUNTABILITY WRITE-UP

What Is It?

The Accountahility Write-Up is a three-sheet, no-carbon-required
form on which staff enter any observed student behavior problems
and recommend conferences or consequences.

How Is It Completed?

Any staff member Dbsgrvlﬁg beﬁav;aral problems with a particular
student may fill out the form. The student then signs the form,
one copy of which goes to the staff member, one to the student and
one to the student coordinator. Copies may be sent to other staff
impacted by the behavior. (CE); staff prefer not to send the form
to parents, but instead to convey the information to parents by
telephone. This procedure avoids the stigma of a "failure" noti:e
and allows staff and parents to discuss the problem.

Where Is It Filed?

The student coordinator files copies of all Accﬁunéébility=Writé=U§si

“How Is It Used?

The fcrm is prescriptive in intent and provides the basis for
determining what action to take regarding behavior problems. It
is also used by the student coordinator to record actions agreea
on by staff during zone pragréss or zone debrlefing meetlngs (see

preceding pages). —

| How Many Are Needed?

At least three copies (one for the student, one for the staff

member fllling out the form and one for the student coordinator)
d-eVery time a student behavior problem is noted. Printing

a three-sheet, ﬁg-ca;ban-required form saves considerable time in

copying or duplicating Accountability Write-~Ups.

—— e CROSS~REFERENCE —eereee——— —— - \

See "Guidance,” Item 6, for discussion of EBCE accountability

procedures. o
‘ e °
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Student Records (Item 13)

ACCOUNTAR:LITY WRITE-UP

COPIES TO:

— Program Administrator
—. Student Coordinator

¥ Student

- —_ Parent
Student Name :ﬁ% Kobbcus  __ ERS/IM/IRS
pate 2 -ll1- 1% ___ Other
T EXPECTED BEHAVIOR | [ rEvELs or accouwraBniTY |

— Obeying law while in progranm

-~ Appraopriate conduct while

representing program

— High level of cooperation with
emplovers/staff/students

— Being educationally productive

—. Establighing zone planning
strategies and goals

- Initiating/completing/submitting
projects

- Selecting explorations/learning
levels '

—- Establishing competency target dates

. Maintaining employer site

— Turning 1}1 completed exploration
package

— Turning in time slips on time

— Signing in/out appropriately

-— Keeping appointments

- Following transportation-agreements

showing care for equipment and

facility

Y. submitting journals

.. Other _ - n I

CONFERENCE v

Program Administrator
Student Coordinator
Employer Instructor

Make-up work

Monitoring system
Contracts

Repay inconvenience time
Loss of lounge privilege
loss of time credit

Loss of project cradit
Loss of exploration credit
Loss of employer site
Probationary period
Suspension — ’
Dismissal from program
COther
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. ‘\ﬁ

—— Keep individual staff records to support ztuden
4 learning activities

i

Besides the records described in the preceding items, staff need to

- keep certain forms and records detailing their interactions with

indiyidual students. These materials help each staff person keep
in touch with student progress and serve as input to records
maintained by the program (described in Item 12).

The 1earn1ng manager keeps several kinds of records pertaining to

~each stuaEﬁt s learning plan development and project planning:

1. Learﬁlng Style Self=Assessment sheets (see following pages)
2. Project Evaluation fafms (see following pages)
3.  project list '
The project list is simply a-listing of student prajecté in progress.
Some learning managers prefer to keep this list with ruled columns '
indicating approximately when projects are due as a double check
against their calenda; notations and other records.

The e plcyer relatlnns spec1al;st sither keeps or has easy access

to records pertaining to each student's emplayerfccmmunlty site
experiences:

1. Student Information Cards (see following pages)
2. Maintenance Visit Record forms (see following pages)

3. Student and Employer Instructor Contract and Employer
" Instructor Report forms (see Item 11)

In addition, the ERS keeps informal notes and lists of sites used
by students. .

The student coordinator is responsible for keeping Zone Debriefing
and Agcauntahll;ty Write- -Up forms (described in Item 13). fThis
person also keeps records and notes of staff meetings and decisions
about student behavior as well as specific interactions with
students .and parents (see "Guidance,” Item 7).

The 1eafning=£esaurcé specialist keegg records of student work on
programmed learrning materials, partlcularly in Basie Skills, and
informal notes on student progress in the competencies.

(See also Item 5 for a summary of staff responsibilities for all

student records.) -

) S—-_—
L%
SN
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LEARNING STYLE SELF-ASSESSMENT

What Is It?
The Learning Style Self-Assessment sheet is used in a learning

manager/student interview to record student responses to various
guestions about learning styles and Prcferences.

How Is It Completed?

The learning manager fills out the form from the student's oral

answers to the questions, or the student may fill it out and discuss

responses with the learning manager.

Where Is It Filed?
The learning manager retains Learning Style Self-Assessments.

: How Is It Used? . : K
The géarﬁ;ng Style Self-Assessment is the basis for the learning
manager's entries on the Student Profile. It gives the learning
manager a record of each student's self-perceptions regarding
learning and helps both learning managers and students negotiate
project activities cammensurate with each student's unique
learn;ng style.

How Many Are Needed?

One form per student per program year is sufficient.

—_— — - CROSS~REFERENCE =

See "Learning Plan Negotiation,” Curriculum & Instruction, pages

56-59 for further discussion of Learnlﬂg Style Self-Assessment
sheets.
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A,

B.

D,

E.

t
=1

" LEARNING STYLE SELF ASSESSMENT

Learining Manager/Student Interview

her £ill in or put a check mark by the answer or answers | ulow that best

. describe you and your needs {check as many responses as you wish).

IN HHAT KIND OF PHYSICAL SITUATION OR SIfUATIQHS DO YOU LEARN BEST?

- 1. quiet place . 7. 6. lectures
2. noisy place : 7. individual conferences
___3.'small discussions ’ 8, other B ~
4. large group discussions - -
5. alone .

WHAT ARE YOUR FAVORITE SUBJECTS? A WHY?

TURNS YOU ON TO LEARNING? IF YOU CGULD CHOOSE WAYS TO LEARN, WHICH

. WHAT
SyouLo D' YOU CHOOSE AND WHAT KINDS OF MATERIALS WOULD YOU LIKE TO USE?

WAYS MATERIALS
____projects ) _. ¥ tape EELEdeIE
____ - written assignments ﬁp videotape

_reading and answering questions ____ typewriter

____group di scussions _pen and paper

. ;

3 interviaws : - E mass media activities ‘
observations - “(collages, cartoons and so

_research forth)
~ attending .classes : : 1ibfary resaurces
£ “"hands on" activities - .. (books, magazine
_ other C forth)
peme T | ___ether

HHENAEI¥EﬂSﬁﬁ ASSTGNMENT CAN YOU WORK ALDHE 'OR DO YOU LIKE SOMEONE TO
CHECK IN WITH YOU NOW AND AGAIN?

neeﬂ to have d;:e:t;cns explained more than once or tw;ce !
mastly self-directed but alSD like te check in with sameané nﬁw and
X T

___need to be told more than once to start a task and to complete it
- self-directed and. respans;ble Eﬁaugh to 1ndepend5ﬂtly complete
ass;gnment - . [ . 7

CAN YOU CG MPLETE AN ASSIGNMENT WITHIN A REASONABLE AMOUNT OF TIME?

_takes me longer than it should to complete assignments
feel frustrated when I can't complete a task and just give up
_can easily finish a tas+ in time

g then need to be reminc: ' about deadlines
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LEARNING STYLE SELF ASSESSMENT {contirued)
Learning ‘Manager/Student Interview

F. HHAT AEE THE HARDEST THIN 5 FOR YOU TO DO IN SCHOOL?

_____.take tests __E sit and listen to the teacher
g ‘yead follow the rules
_____math o aﬁtend class
;ﬂ@ homework : . __X meet deadlines
other e

G. WHAT DO YOU THINK YOU NEED THE MOST WORK IN RIGHT NOW?
_listening to and following directions
o _____understanding what is expecte r:i of me

. EV writing
_____spelling

N X ‘reading

math -
ﬂ;}ihstenlng «
_getting along with people
k- expressing myself
' nothing

other

H. HOW CAN THE (CE), STAFF HELP?

- ‘ N .
I. OTHER COMMENTS AND/OR SIGNIFICANT STATEMENTS ABOUT YOURSELF AND YOUR
LEARNING STYLE
LM SIGNATURE
STUDENT SIGNATURE
DATE
\ ' :

-

[
o,
~z

[y

L%

L™
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PROJECT EVALUATION
What Is It?

The Project Evaluation form is used to record title, Life Skills
area, site, employer instructor, dates, project evaluation and
recommendations and evaluations of individual prmject activities
for each project a student campletes. :

How Is It Completed? T ' "
The learning manager fills out the form and gives it tg.the learning

aide, who types the project evaluation onto the project form kept in

the Inﬂlvldual Student Book (see Item 12).

Where Is It Filed?
. i
The learning manager keeps the form for his or her own records.

How Is. It Used?

in further learning plan negotiations with the student. That staff
person may also refer to the form when compiling comments for
reporting to parents or completing the Pecard af Student Performance
(see Appendix D). :

How Many Are Needea?

s

At least ten forms are necessary for each student.in the program.

— e CROS'S =REFERENCE e -
i . .

See "Projects," Curriculum & Insi:ugtlan; pages 266-270, for

further discussion of prs]ect evaluat;@n.

Feas

o
E"’W

124" ;




|

. Student Records (Item 14) / '
o

|

l .
PRDJFCT EVALUATION . ' )
. — ) ) o /

i
,f —

. Project Title 7&4& %"‘i oiricies. S L ,
(. ) ) - B I
Life Skill AfEé fm . S@&L‘J oot Yot _ _

Employer Tnsg&ctaf i

Sité I“P h‘l Q&fﬂﬂﬁﬂ | —_ | mE r] 77 :
."g ‘; ¢ ? 7! /

b- (" 7+ }/,—— — V'Eenégctiageé Date

Ec;mr.iletigu Date.__ £

PmJECT EVALUA“ICN

Tia-hal Azl.f!‘!?t ﬁu_imﬂ.a o i iﬂeglwlcas
D It o gutig f Mwmwmaaa o

. MM‘F‘" M@L&A&,@A&u& ,

J

&&MMMMMM ukc—i‘-ﬁlcpuauatﬁa&m

Aeﬂ;lvgd" Lﬂid,azu,m’

(1éar ng':ﬁaﬂage:)
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Project Evaluation (continued) »
‘ | - INDIVIDUAL ACTIVITY EVALUATION

———— ———————————— '

ACTIVITY ATA]
EVALUATION

ﬁ:rmﬂmmﬂ?ﬂ% ety
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Stuaéﬁt Records (Item.l1l4)

STUDENT INFORMATION CARD

What Ts It?

The Student’ Information Card records the student's home telephone
number, address, emergency telephone number and tranaportation
arrangements. It also has space for nDt;ng Sites, starting and

/ completion dates, Exploration Package ccmplet;cn dateg and employer
instructors for each exploration. The reverse side of the card has
space for noting sites, starting and ending dates, Lea;nlng Site
Analysis Form completion, empioyer instructor and student - L
evaluations, Skill Develnpment Record completion and pra]écts for

each learning level.

i

How Is It Completed? 3

The learning aide fills out the first side of the.card, and the
employer relations specialist fills out learning level information.
"Where Is It Filed?

The card is hale-punched and kept in the émployer felatians
specialist’s natebaak.

How Is It Used?
The=sﬁudent Information Card tracks all student @néite work and is
used by the employer relations specialist as a way of keeping trdck

of various student information needed in the.course of working with
studénts and thgir 1earn1ng aEthltléE in the gﬁf:yn;ty.

1
How Many Are Needed?

One card ée: student per program year is required.

- ——— — CROSS=~REFERENCE = —

The Student Information Card is alsc discussed in "Site vtilization,"
Employer/Community Resources, page 124. :
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STUDENT ?I-NFQRMATIDN CARD
{Siﬁé @ﬂe)

student Lo Qs ___Home Phone343-4210

Address ;1@5& &) m T;ﬂfkﬁq

-  Emergency Phone 343- ( &31@ New (@~ Returning [J

 IRANSPORTATION AGREENENTS

@priver's License . [ Metropolitan Bus

[@Personal Auto E""P:ggra;n Vehicle

@?Studégt Car Pool o Elvc;lum:eer Adult

E’Eﬁpiaﬁer Vehicle )
COMMENTS :

EXPLORATIONS

Dates . Package Employer
1 8 | € | Completed | Instructor

AL/
91| ok

— =TT -

e

O —AD»EROTNZ e -




STUDENT INFORMATION CARD

(Side Two)

A

LEARNING LEVEL
pare | B EI | Student | Skilll joce |
51 Fe_ Start | End LSAF Bval..| .Eval, Dev. Project

[

/

ok -

-7,

oK

I I
/ ! i

Fesple

.77777'7! -




- STUDENT SERVICES

MAINTENANCE VISIT RECORD - @
: ' 4 .

-
{

What Is 'It?

The Maintenance Visit Record form has places for nating information
gained by the employer relations specialist during weekly maintenance
contacts with sites being used by EBCE students for learning
a:tiv1tles. |

How Is It Completed? .

‘The employer relations specialist usually completes one-each time a
maintenance contact is made with an\employer instructor--either in
Person or by telephone. The ERS ingquires about each of the
categories shown on the form and adds additional comments the
employer instructor m;ght make about thg student's performance.

Where Is It F’ﬂe;d? B \

\\~ The Emplayer relations specialist keeps the Halntenance Visit Rgcard
\\ in his or her personal files. Some prefer to file it by sité, others
' f;le it by student. i

Vo | )

How Is It Lised? ' _ .

The fcrm is useﬂ to kéep up—taadate information on each ‘student's
employer/community site experiences and to pass that information to
other staff as necessary. Most often, the ERS will give a copy of
the completed form to the student's 1earn1ng manager.- The ERS may .
also, refer\ta fllES of these forms when compiling evaluative comments
for parént ;epcrting or completing the student's Record of Student
Perfarmance (see Appendix D). This form also gives the ERS a good:
recard af all contacts maﬂe with empiayer/cnmmﬁnlty gite pecgle.

How Many Are Needed? | ) o .\

- You will need an average of one form per student for each week
students make use of employer/community sites. : L

F\E,

e CRCISS—REFERENCESi ——

\ - The Maintenance Vis;t Record is also discussed in "S;te utilization,"”
\ Employer/Community Resources, page 127. See also "Career

Explorations,” pages 105-186 and "Learning & Skill Building Levels,”
pages 277-327, in Curriculum & Instruction for detailed explanatlan
‘of the major kinds of site uses EBCE students experience.

130 - S




Student Records (Item 14)

IMMEDIATE CONCERNS

D Séhéd'uié

[] attendance

[] attitude’

LEARNING. PROGRESS/NEEDS

Basic Skills: 4

- Project Status: start

Activities completed _

Number remaining __

Job Skills:

ADDITIONAL cdeNTS [lé azm-i

*Site status: ' LSAF
4 completed
i

\

**Type of site use

’ B/Learﬁi ng E‘/Pfé ject
| ob jectives written

reer explorations

L E;s:ill building level ..

prioritized
[J rearning 1evel
D Special placement

SN
ﬁr IF
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Report student information to identified audiences

The program's records of siudent learning activities can help serve

the studéit information needs of several audiences. For example,

staff use recards ta help=5tudant§ Plan th31r learnan, haslng the

at Eresent, sruaénts have access ta the;r reccrds and can Ehéck
see how they are prggresslng ‘toward meeting nrogram completion

‘requirements; and parents are guaranteea access to student records

'by law (see Item 8, pages §7-68) and can check on their chi iren's

‘M

progress and problems.

STAFF INFDRMATIDN—%HARING

Zone progress meetings and zone debriefings are staff sessions for
simultaneously eliciting., sharing and recording student information.

(CE), holds such meetings approximately twice each month, at which

times staff discuss student progress and behavior and record the

results of their ﬂlseugsmn for purposes of négmt;atlaﬁ and .
guidance. ‘ o ©

Staff members also meet’ :égularly in other ways to develop the
curriculum and plan activit ;es, ;ncludlﬁg 1éarn1ng mariager/employer
relations specialist meetings to discuss student work. When staff
cooperatively fill out the Student Profile and Record of Student
Performance they have opportunities to share student information
and all staff may access information from student recﬁrdg whenever
necessary for planning or negotiation of learning activities.

oy

i

REPORTING TO STUDENTS : LR

their progress; these interfactions include various kinds of
conferences between individhal students and staff which allow them
to review diagnostic testing, negotiate learning activities and
resolve any behavior problems. Student orientation activities
inform students of program requirements and expectations. Students
also have continuous access to their own records during the school
year and see copies of Zone Dehftéf;ng forms/ at the end of each

school year action zohe. : .

staff/student inte:actiénszkeeg students constantly informed of

:mflfiia
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Acccuntabil;ty Write=Ups and congratulatory post cards also apprise
students of problems or accomplishments. Accountability Write-Ups
are prepared in response to behavior problems: staff write up the
form, secure the student's signature and the signatures of others
impacted by the behavior and forward the form to the student
coordinator. The student accountability system specifies a series
of actians that are_ the; 1nstitutea to resalve the prgblem,

parents. Staff alsa Eend students Qest caras to cangratulate them
on accomplishments in the program. The cards are handwritten and

‘mailed to the student's home address, so that parents will also be

apgriseé of the ascamglishment.

Student Ratification of Portfolio Information

Students exiting the program receive both a Record of Student
Performance (portfolio) and guidelines for using the portfolio for
post-program purposes. (See Appendix D for a complete sample of
the (CE)2 portfolio and the student guidelines for its use.) When
completed Records of Student Performance are given to students, it
is with the unde:atanding that the students have the right to
.contact program staff if they dispute any portfolio contents.
‘Students are infarmea of this in the gulﬂel;nes for portfolioc use.

The student does not have the right to withhold data pertinéﬁL to
academic records or attendance; but staff judgments and ccmments
may be challenged. Staff da nnt negatiate sgeclfic ward;ng or

which thg gtudent has Ta: 1nable abjectian.

The portfolio forms af returning students are retained at the
learning center, and the data on those forms is reviewed by the
students during their second-year program orientation. Returning
students may also request staff to delete any gquestionable
comments. ‘

REPORTING TO PARENTS R

3

At: the end of each school year action zone, Zone Debriefing forms

are completed by the student coordinator and mailed to parents.

In addition, parent conferences are scheduled at the learn;ng

center at least twice each year and more often for 1ndiv;dual

parents if deslred by either parents or staff. During these visits
to the 1Farn1ng center, parents are shown their students' cumulative

recards from the Master Record Book and Inglvldual Student Books.
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The flnal Zone Débr;éflng form sent térparents at the cnnclusian
- of each school vear lncﬁdes specific recommendations for returning
students. Parents of exiting students see the student's copy of
the Record of Student Performance as the,flnal report.  of student
achievement in the program.

REPORTING TO EMPLOYER/COMMUNITY PARTICIPANTS

"Employer instructors gain an indication of student progress in the
program as they discuss the quality of a student's -performance with
the employer relaticns specialist during site maintenance visits.
Other employer instructor activities such as verifying the students'’
Weekly Time Reports, filling out Skill Development Sheets with the
students, completing Student Performance Reviews and verifying and
commenting on completed Exploration Packages and project activities
help to keep employer instructors informed about the EQﬁtthJng
progress of the students with whom Ehey are working. R

. : |
Competency certifiers keep themselves apprised of student progress
through the process of certifying student completion of competency
activities and signing the Competency Record in each student's
workbook. The learning resource specialist also meets periodically
with competency certifiers to evaluate how the certification
process is working and how students are doing.

\

In adéitian.'ali community participants are ‘mailed copies of
program publications (newsletters, for example) to inform them
generally of sﬁuient and program activitles. ’

\

REPORTING TO COOPERATING HIGH SCHOOLS

) ! : I l’ = N i . B !
Student attendance information is derived from the weekly Sign
In/Gut Sheets and the Weekly-Time Reports. Each h;gh school
pa:t;cipatlng in EBCE will have its own attendance rgpartlngz
procedures and requ;rements. At (CE)E, the summarized attendance.
data is simply telephnned to Tlga:d High School at quarterly
;ntervals. : -

USING THE RECDRE OF. STUDENT PERFORMANCE

The Record of Student Performance is used to report student
experiences to prospective employers, postsecondary educational

Ce
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[

institutions, the military, secondary educational schools to which
students transfer and the students themselves. The portfolio also
provides the piﬂgram's final record of student performance (see
Items 6 and 7, pages 63-66, and Appendix b for full description of
the (CE), credentilaling system and portfolio).

Meeting Appropriate Deadlines

The format of the student credential must be approved and adopted
in time to meet the needs of the first students completing or
exiting the program and the timelines of any institutions to which
they may apply. For entrance application, some colleges ard
universities need a credential submitted by October of the student's
graduating year. State institutions usually have a March deadline
for applications. Other than early preparation for college
application, credentials shouid be completed in time to be given

to students as they leave the program.

The studerit coordinator is responsible for liaison with high schools
or g@stsecahdary'institutian; receiving the Record of Student
Performance. If regeiving institutions need more assistance than
the School Placement Information form (see Appendix D) in
interpreting specific (CE), program activities in terms of
equivalent units of credit or specific subject areas, the student
coordinator confers with the student's learning managsr and
employer relations specialist to interpret the student's work
according to the receiving institution's requirements.

— e CROSS~REFERENCES emmemrmmmemeeees —

See "Guidance," Items 6 and 7, for further discussion of zone

_progress meetings, zone debriefing meetings and accountability

conferences. Item 8 of the same section displays the
congratulatory post card sent to parents.

"Site Utilization," E. ElagerfCammunltg Resources, pages 119-123,

trgats site malnténanée visits by the employer relations specialist.

'"Cammunztg Relatlaﬁs," Management & Organigzation, pages 158-164,

deals with program publications and other communications that keep
participating employers and the general public informed of student
experiences. "Community Relations" also includes the various ways

' in which ‘student information needs are met, pages 179-180, and

parent reporting procedures, pages 181-182.

Cu rriculum slhstruat;en treats lnfbrmatlgn sharing as approprizate
for in giv;éual learning strategies--see the Steps to Follow pages
for each s5ection.
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In an EBCE program, student guidance is a supporting and
connecting set of experiences and helping relationships
intended to insure that young people-will gain meaning from
their experiences. Guidance czcurs continuously in the form
of adult/student interactio: for preszribing -and evaluatinéﬁt;
individual learning activities. All learning activities
and accompanying adult guidance encourage scudent
responsibility, self-direction, self-awareness and continual
refinement of career and life goals. .
- !

WHAT EBCE GUIDANCE SHOULD DO

are appropriate to indivicdual differences ip abilities,
learning styles and personal goals '

2. help students learn ts‘iﬁtergret, internalize and act on
information and exreariences they encounter in the course
of their daily activities ’

3. provide supervised experiences in taking increasing
responsibility for decision making and dealing appropriately
with the effects of those decisions

4. encourage students to transfer the skills and attitudes
management of their lifetime growth as individuals and as

members of society

ASSUMPTIONS THAT UNDERLIE EBCE GUIDANCE

In EBCE, student guidance cannot be a service delivered separate
from the rest of the curriculum. To truly support student
growth, it must be combined with instruction. -

EBCE guidance and counseling should support every student rather
than deal only with some students on a crisis basis.
Guidance and career development are very closely allied concepts.

We consider "career" to mean the interaction of one's chosen
N :

- 1. é:évidé support and encaurageﬁent to each student in ways that
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cccupatior, lifest,.e, personal development, citizenship arnd
family responsibilities.

Guidance ~cannot be delegated to one person cor an offire; it is a
natural l'uman activity that should be shared by all adults who
relate to young peaple in the _program.

Problems requiring sgecialized attention should be referred to a
person with training in that area, consistent with the EBCE concept
that all resources are "{air game"--both at the learning certer

and in the comunity=at-=large.

THE PEOPLE INVOLVED

Everyone is involved in EBCE guidance. Since guidance is an
important aspect of al}-gtudent learning, every staff person,
employer instructor, czggetangy certifier, community resource
person and parent who comes into contact with a student serves an
important guidance function in the normal course of EBCE learning.

At the same time, one staff person, the student :oordindtor, has
respans;b;llty for overseeing all guidance activities-=both those
:at’ occur spontaneously and those specifically developed for

: iéantifiéd guidance purposes. With assistance from other staff,

the student coci:linator works to develop and bring together a
variety of resources to support each student's development.

1

RELATION TO CURRICULUM DESIGN

of student learning experiences, there-ar. important parallels and
considerable overlaps betwecrn guidancz and other activities
associated with the instruectional model (see Curriculum &
Iﬁﬁtruct’an).ﬁ Further, the hfgaéest goal of the guidance ccmpanent
is entical to that of the entire EECE curriculum design--that is,

Because guidarice is practiced on a ¢ontinuing basis in the context

-to facilitate the transition from yaﬁbh to adulthood.

140

lee the threas currlculum components, guldance is delivered in an
‘integrated fashion through various learnlng strategies. Guidance
is discussed separately from instructional- strategies simply to
focus on it as an essential ingredient in the EBCE process of
helping students integrate their exper;ences and the program's
expectations into a meaningful whole.
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Steps to Foilow

Agree on nature and purposes of EBCE guidance

Specify adult responsibilities for

‘student guidance

Pian for combining guidance with the development
of individualized student learning plans

Provide for guidance functions in student
recruitment and orientacisn activities

Plan student retreat and other group activities
through which perscnalized student guidance can
be delivered

Establish relationship between guidance function
and Student Acco gntabllity System

Share and record guidance interactions and
responses made by staff and other adults

Involve parents in student guidance
decision making

Refer students to external agencies/indivicduals
for spec¢ial guidance needs or problens

Encourage evaluation of guidance functions
through yvear to assure consistency with
curriculum design

Respond to individual student guidance needs
1rough camb;natlcn of agprﬂgrlate guidance
tivities
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Guidance
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Guidance (Item 1)

° ; - _-7 Agree on .nature and purposes of EBCE guidance

EBCE guidance takes the form of activities and interactions between
all program adults and all students that help the students gain
meaning from their experiences. These helping relationships are

they integrate their experiences into a more pezrsonal understanding
of themselves and the world in which they live.

EBCE guidance is conditioned by the same set of concepts and
convictions that shape the entire curriculum design: that student
interaction with adults in realistic community settings will
stimulate their decision making skills, encourage them to accept
responsibility for their actions and better enable them to make
career and life chcices. Thus, EBCE guidance cannot be confined
‘to an office labeled "counselor" or a response of last resort.

It is ongoing and pervades student learning activities in the
community. : '

The overriding purpose of guidance in EBCE coincides with that

; of the program as a whole: to help young people make the

. transition from youth to adulthood by recognizing and responding
to individual abilities, goals, nee?d:z and differences while

J . acknowledging society's expectations. In short, guidance should

‘ ‘help students develop themselves as individuals within the

broader societal framework, ‘

GUIDANCE TOWARD MEANINGFUL ADULTHOOD

Precisely because helping each student "become an adult" is what
EZBCE is all about, educaticnal and community expectations for
adulthood form the backdrop for individualization of all student
iearning and student guidance.

To approach a workable statement of society's needs and standards,
(CE)5 looks to its local community as the source of the value C
systems within which young people are expected to function.

After three years of interaction with the Tigard community, (CE)j
has arrived at six basic characteristics considered essential to
adulthood and has outlined general ways in which community adults
and program staff can help students practice these skills during
their program experiences (see following page).

1 _ 143
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( COMMUNITY EXPECTATIONS FOR ADULTHOOD

IMPORTANT ADULT CAPABILITIES

An adult iz able to make
decisions.

An Aadt,ﬁ iz ready to Eaké
Ies

An adult is able to initiate
ana sustaiﬁ human

An adult is able to use
leisure and discretionary
time in a satisfactory
manner-

An adult is capable of
self-support.

An adult is able teo contend
with tha complex details of
mdern life in a successful
Manner.

STUDENTS MOVE TOWARD ADULTHOOD BY. ..

practicing decision making skills

recognizing why they are reguired to do certain
F in the program, the community and socciety

takirg action and dealing with =esul ting
consequences

experiencing responsibility with Increased
predictability and control

developing social awarensss; explsfing a
variety of social styles and valuss in éjﬁ;tgan
to those af their peer group N

appraising self and improving self-concept

developing interaction skills

fyiﬂt? own H,Eﬂls W, t:héut hurtmg others;
sometimes sacrificing own satisfaction ta help
achivving a balance among personal/social/
economie/political interests and demands
becoming more aware of community recreaticnal
opportunities :

inf r::rms_l:,r.ﬁn

interacting with represcntatives from the
warld of work :

understanding psychalogical benefies of various

cureers (for example, pride in work, service to
others, self-satisfaction and fulfillment)

clar. fying caresr goals anﬁ acquiring
éxpénencé, knowledge and skills

Znt_;fg;ng personal strengths and deficiencies

i
in Basic Skills, improvipng Basic Skills in
relation to own potential career choice

experienc..y; the pleasure of manipulating real

. abgg:ta purposefully, of maklng things happen

seeking out himan and material reseirces In the
pommunity

understanding community expectations and
gaining certification of competencies

Est:abhshlng y degree of pe:s::ﬁa’l cortainty,
continuity and predictability

acquiring g'rm’val and time management skills

learning the Eefr;EEryg being able to navigate
it, to make il work FoF them

pursuing learning ag a life-leng activity

144
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Guidanc.: (ITtem 1)

-

Appearing in many ways in the individualized learning activities
.negotiated between students and adults on a daily basis, these
community expectations also become guidance outcomes for the ‘total
curriculum. Their broad content and direction is reflected in the
"program outcome. goals" formally identified as (CE)j's primary
expectations for its siuvdents.

1
i

CRL 5~REFERENCES —

For a reminder of essential program elements and of EBCE curriculum
design, see the Program Overview packet.

(CE) 2's program outcome goals are printed on pages 14-16 of the
Curriculum & Instruction handbook.

ERIC
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Specify adult responsibilities for studznt guidance . -

EVERYONE GETS INVOLVED

Student guidance is carried out cuoperatively by staff and community
adults during their day-to-day interactions with students. -
Virtually every adult with whom a student comes in contact while in
an EBCE program serves a guidance role. '

‘Program staff share continuous responsibility for
. supporting students in ways that are individually
appropriate and for helping them gain meaning from
everyday expéfiences.

Parerts continue their majar role in the student's
educational and behavioral development. They are
encouraged by staff to participate actively in their
sons' and deughters’ educational decision making and
personal growth. ' '

Employer instructors, thé student's primary contacts
with the community environment, have a dally impact on
cagﬁlt;ve and affect;ve gIQWth and are r@la ma&els

vperscnal 1;fes§yles.

Competency certifiers, tutors and other community

rasource péapie also help students encounter and make
choices about community mores and ex@ectatlans.

ecialists from the local high school and/or local

cou nseling agencies can be called on to work with
s udénts, pfogram staff aﬁd/a: parents to PfaVlﬂé

| Ty

i
st udent prabléms_

Guidance at (CE), particularly relies on adults in the community

to inject realism into the growth of the young people in the
program. Adult participants in EBCE represent most clearly the
"establishment" of which these youths will soon be a part. All

adults help students experience the community as (a) the source
of the value systems within which its citizens are expected to
function: (b) a collection of individuals from whom students can

learn about individual differences and a diversity of lifestyles, -
per=onal preferences and occupations; and, therefore, (c) a logical
resource for students to use in achieving pr@gram and individual goals.

R A
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Because gquidance is a shared function, all adults involved in EBCE
must be alert to the complementary guidance functions of counseling
and planning and monitoring student growth. Counseling involves
exploring areas of personal interest and possible career choices
with students and helping them understand their responsibilities

to themselves, the program and the community, Individuals
1nte:act;ng with the students must prESEﬂt a healthy role model for
students and be ,willing to listen to and assist them with problens

- they normally énccunte: as growing and changi-g young peofple.

Planning and manltarlng,aﬁt1v1tles include all those actions and
events necessary to assess, prescribe and evaluate individuai
learning plans for each student and to help the student integrate
learning experiences into a more unified sense of self and direction.
Thus the events and activities of learning plan negotiation shape
the direction and content of both student learning activities and
the personal and educational counseling provided by adults.

HOW RUIDANCE IS SHARED :

[

The counseling function is distributed equally among all program

-adults--staff, parents, employer instructors and communi ty resource

persans allke. Ultlmaté respanslhll;ty f@r 1nstru§tlanal plann;ng

émplayér lnstructars take the 1ead in :e;taln sge:;i;c plann;ng and
monitoring tasks.

Employer Instructors

Employer instructors £ill central roles with EBCE students and have -
an important share of EBCE guidance functions. Immersed in the life
of the community and occupying more neutral roles than either
parents or teachers, employer instructors are uniquely suited to
influence the values of the young PEDPIE who come to their sites.
They provide the touch with reality that makes student decisions
about careers and education valid and possible. EIs serve .as
mentors, role models, guides and evaluators. Guidance received
from the employer instructors who work with students is as -
slg f;cant as the basic, life and career skills they help students
aliz : .

The v:gnettes displayed on the following pages help lllust:ate the
importance of employer instructor guidance. \ .

- I 147
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SOME EXAMPLES OF EMPLOYER INSTRUCTOR Gl iDANCE

In addition to serving as instructors, employers may also become
students' role models and friends--often to their own surprise.

arly in the vear a junior girl selected an exploration as a
secretary in the office of a local court judge, an astute
professional woman with teenage children of her own. As the girl
proceeded with her learning activities, the Zi:dge helped her

with reading and interpersonal skills as well. Encouraged by the
judge's obvious interest in her as an individual, the girl stayed
at the site for a learning level and prcject activities. As a
reyult of interacting with the judg~ during the next few weeks,
she became more confident of herself as a person and decided to
join a weight=watching group so she could more comfortably meet the
publie.

o]

In another instance, a young man with a history of difficulties in
relating to unfamiliar acults at learning sites found a friend in

his employer instructor at a local restaurant. This relationship

sparxeé aﬂ interest ln restaurant apérat*@ns and managemént,

The emplayer ;nst:ustcr valunteered as tuta: far 51te relateu
math problems and spent many hours supervising the student's
experlences in all phases of restaurant work. At the end of the
student's site visit he ovroudly accepted a job as the swing shift
assistant manager.

Employer iﬁssruagﬁrs often need percepticn and resourcefulness to
integrate a student successfully into site activities while
attending to the student's individual needs. Sometimes the
employer instructor literally has to be able to read between the
lines?

One girl, frightened by the prospect of her first site visit,

defended her reluctance on the basis of her lack of office skills,

The emplcyer instfuctsr néédéﬂ to spend @ily half an haur with her.

vgry shy abaut meet;jg new peaple and hav;ng tg converse with them_

) Nat wishing to farce héf taa quickly inta uncémf@rtable situatians;

face, wauld helg the g;rl relax and overcome some af her shynessi
After a few days, the student was noticeably more comfortable
with the office staff and began to pick up skills useful to the
job. She is now learning to type independent materials from the
learning center and often goes to her job site early to practice
and have coffee with her new friends there. .
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EVERY ADULT CAN BE A COUNSELOR

Employer site experiences regularly help students develop

‘a rich battery of career-related skills. They may also

effect significant changes in a student's personal
behavior and self-image--a fact recognized by the EBCE
concept that every adult involved in a student'’s learning
is also a "counselor.”

A "bright but quiet"” student aspiring to a medical career
selected a learning level at a dentist's office. He was
quick to. learn many aspects of his employer instructor's

job, from filling teeth and making plates to office business

operations. Several times he even borrowed his EI's texts
for further dental science study. "
At the same time, however, the studsnt's shyness and lack
of self-confidence, evidenced by his shaking hands and
agitated behavior when required to interact directly with
Patients or staffg grévented him from participatinn 1‘n thé

off;ce, Nétlclng théSE bahav;grsg thé EI hegan §rrang1ng
the student's activities to bring him gradually into more
contact with patients. One exercise he devised was having
the student cancentrate on looking patients 'in the eye and
touching their shoulder while speaking to them. To
integrate behavior improvement still further with job
experiences, verbal communication and vocabulary puilding
objectives were written into a science Llfe Skilis project
on "what it takes to be a dentist."

Responding to an evaluatinn inqui;y, the dentist observed
strangers as well as'thé staff héré; Perhaps the single
most important item was allewing him to .assist in ar
actually be a part of some situations...I feel that! his
being arourd and involved in some pressure situations has
given him more self-confidence." Thus, by combining work
on the student's personal insecurities with practice in
career skills, 'the dentist not only helped him improve his
self-confidence byt also better prepared him for the kinds
of situations he must face in "real life" medical practice.

5,
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i

Parents ) .

Parents afl(CEJE students are actively encouraged by staff to be
participaants, not just observers, in their teenagers' learning
pProgress and personal growth. They often help deliver learning
activities, monitor target dates their students have set and
help to evaluate the program’s effectiveness for their son or
daughter {and for all students).

(CE)5 staff try to help parents support their son’s or daughter's
learning plan. Parents and staff confer frequently about the
student's learning progress, renegotiation of learning objectives
and general personal development. Parents' opinions and
suggestions are always sought. In short, parents are considered

by staff to be important resources in both student learning and

~ guidance.

Program Staff . ; -
Trained professional staff at (CE); develop learning activities in
partnership with students, parents and other sign’ficant adults in
the community. Virtually all guidance-related tasks will be shared
among staff. Depending on distribution uf work loads, various.
individuals may take the lead in activities related to their areas
of éxpertlse-

The program administrator works with all program staff ﬁa
set pél;cy and make 1nd;v;dually appraprlate déélSanS

Léarningjmggagers,Eegatiaté student learning agreements
within program requirements and help students

continually address their personal/social, behavioral and
communication skills. '

ﬁ*ﬁﬂénﬁrbehav1ar and general pragress at emp;nyer and
) :-ces and counsel students regarding job site
ion and future éccupat;anal ;ntérests.

The _learning resource specialist helps students use
cémmunlty resource personnel and agencies, and supports
appropriate student behavior.

The student Encrdlnatar serves as a catalyst for
guidance services and a referral source for students
and staff,




Guidance (Item 2)

D Overall, EBCE staff members share responsibility fo.' being
N ‘ generally attentive

t@ each student's needs and growth in the
. students understand and benefit from their
xperlenées. ”héy fu;fl 1 roles as facilitators, planners,
managers--always negotiating in an energetic and even aggressive
fashion the relationship between what they know about the student

as an individual and what EGBCE outcomes are EKPEEtEd

To guarantee consistent and ecuitable treatment of all students,
one staff person should take responsibility for coordinating the
independent guidance efforts of other staff and adults and for
referring individuals to resources appropriate to their needs.
In (CE),, the student ccordinator performs this function by:

1. providing program information to and interviewing
prospective students, including counseling with
them abeout EBCE during student retruitment

2. gathering assessment data and sharing it with staff
members and students as appropriate

3. sharing information among staff regarding student
behavier and personal growth

7 ‘ 4. implementing the Student Accountability System on a
; daily basis and participating in student/staff and
i ‘'student/parent conferences

5. tapping resources (human and material) needed for
student post-high school planning

6. explaining to participating adults those counseling
and communication techniques that will enhance their
interaction with students ‘

gu;dance actlv;t;es, ljgluﬁlng the student/staff
retreat and special problem-oriented group meetings

8. using external agencies and individuals as r2sources
for special student needs

BRINGING IT ALL TOGETHER

In sum, EBCE staff and all program adults must work to insure
that each student receives maximum benefit from thea program
through whatever means are appropriate. Advising, instruction
and counseling will be necessary at various times. Combinations

ERIC
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of techniques, people and resources will often be aecessary and-
staff must develop and bring together %“he ¢:zouvces that will
best help each student (see also Item 1i, pa.e 189).

S - ~———— CROSS~REFERENCES wemeo

See "Personnel," Management & Organization, pages 50-57, for

complete role descriptions of (CE), staff.

Employer iﬁstzuste: responsibilities are discussed oa pages
159-163 of "Site Utilization," gmplage:/;gmmgﬂignggsgggcesi

The several informal and social occasions for (CE) 5 staff/parent/
student interaction are listed in "Community Relztions,” Management
& Organization, pages 179-182.

Parent” repcrting procedures are introduced in Item 8, pages 183-186,
and discussed further in "Student Records," page 133.
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&=

. \,,‘ N N "Plan for combining gm.danr:e wz.th the development of
- s | z; ,ﬂ Lvidualized student learnlﬂg plans

THE LEARNING PLAN CYCLE

- While guidance toward adulthood happens naturally in thé day—ta—
day lnteract;gn of students and adults, it is also expressly j
planned for in the bProcesses used to develop individualized
student learning Elans. Each 1earn1ng Plan conference or activity
is shaped by a logical cycle that begins with and returns to the
individual .student's matlv;— on, capacity for se;f—understand;ng
and decision making. s four baSlE phases of the Eycle are

1. finﬂiﬁg out wheke thé stuﬂént*is now and where he or
she-'wants to fo (assessment)

2. drawing up alplah for getting from "here to "there"

(prescription)— :

3. 1aak1ng back over what the student has ﬂane to see
if 'he or she has accomplished what was planned’

'l' - (evaluation) .

4. reflecting on, discussing and synthesizing the new
" learning (integration)

LEARNING
PLAN

@
e —
/
']
e
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.- NEGOTIATION AND THE LEARNING PLAN CYCLE

Throughout the cycle, learning plan activities, resources, criteria
and timelines are negotiated between the student and an adult.
Negotiation combines adult experlence and expertise and student
‘self-knowledge in a joint effort to hélp—=ar guide~=the student
" toward personal goals. | - , » \
’ z N '\\

By building the strdctufe of each learning plan through negotiation,
EBCE in effect offers a system of checks and balances for ;

.~ individualized and community-based education.  Students are able ,

. to articulate individual differences and follow through, ﬂn'plans,
Adults--both kluﬁram staff énd people fram the cammun;ty a?é able
to respond dlz~.tly to each student in the development and pursui
of learning act;v;tleg and to help students maké th51r declg;ans ;n
the larger context of adult and community expectations.

\ i

Step Dne. Student Assessment b /

Assess;ng what you have to start with is an important flrst step
to any decision making or growth activity. Using a variety of
information saufces——lncludlng student self-assessment, :
aecauntab;llty rééarés, performance reviews, Basic Skills

. .assessments, zone progress ‘meetings and zone debriefings--staff
and student together address the quest;@ns-

; 1. What have I already tried and know that I Ei? do?
v ' : j

2. What do I like to do? ' )
' /.
’ 5

3. What am I capable of doing? S
4. What is important to me now and for the future?

Whatever the assessment's major focus—-whether in the Basic Skills,
Life Bkills or Career Development areas--information is gathered
about where the student has come from, where he or she is now and
— what kinds of things .lock appealing in the future. Special
{attention is/ gjven to the student's ideas about "self" and
considerations such as léarnlng style p:eferences that will affect
learning. . ;
. 5\
During subsequent negotiation of individualized learning plans,
the EBCE staff's professional judgment is backed up by accurate,
current and objective, information about the student: previous
experiences, personal characteristics, asglratlgns ‘and progress
in all program learning activities.

; ‘ 185
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(_, Step Two: Prescribing and Imp1emenf1 ng Learning Activities

Following the initial assessmént Phase, student and staff member
negntiate learning goals, activities, performance criteria and
resources that fit the student's identified needs and expressed

“"interests. -An important guidance responsibility for staff at this
pﬁ*ﬂt is to help the student creatively design a plan that w111
me€t both learning and personal development goals.

This prescription for the student's ledrning plan, career
investigation and time utilization draws on-assessment information
and relates directly to; program structure and goals. -The student
works with the staff person to make the.first several goals short-
Iterim and highly specific. At the same time, they discuss how
\achieving these goals will relate to the student's long=-range
career and-lifetime aspirations. =

’ The student’ 1ndlv1dually sets out on the course of action
negotiated with the staff member and works to accomplish the plan,
testing the relevancy of goals through interaction with many -

. different adults to share information and personal experiences,
negbt;ate tasks, utlllze regsources, learn skills and gain .
knowledge. ] )

Throughout, the student is encouraged to speakx up when particular.
. - activities prove to be too difficult, nonproductive or not
.~ satisfying. This freedom to renegotiate specifics of the learning
plan is vital to success of negotiaticn as a guidance process.

Step Three: Evaluating Each Student |
Evaluation lcoks at what studénts have done to aahieveathe goals
they set for themselves. It is based both on adult observations
of student performance and on the student' s sélfﬁévaluatlan.

--Evaluative feedback and debriefing conferences are :equlred for
all learning strategies. _The student and an adult d;scuss the
evaluation, implications for the student's plans ana\géssible
changes in behavior the student might want to make. o

T 4

On an informal basis, staff, employer instructors and.other adults '
have many opportunities tn talk with the student about, performance
and growth. An important part of evaluation is its emghasls on
the student's. ;ncreaslng ability to reflect on first-hand
experiences--to see.the results of decisions made and to assess
the effects choices have on sklf-concept, personal rele&aﬁcy and
llfgstyle/career asp;ratlcnsi : . ;

/ ‘ ‘ ‘
Becauseé it brlngs tégether the student‘s own impressions Ylth adult
observations and causes both partieipants to review and refiect on

i - '
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‘ the learning-activiﬁy; evaluation blends naturally into the
'Step Four: Integrating Experiences

'Intégratién of learning experiences consists of the st

- parts and the whole, refining goals, formulatlng a ggw PIEECrlptan

culminating phase of the learning c:gcle-—-intég:atian.

ident's
lnternallzlng the experléncéQ‘SEélng the relat;anshlp between the

i

when appropriate and understanding the 1mgllcatlan ﬂf the experience
for future actions. , /,

After ea:h learnlng actlvlty and durlng the eval atlan 1nterv1ew,

‘which involve a discussion by the student and learning manager of _ —

é lcaks agaln at tentatlve career and 11fe 76%15. Fcr Example,

many student pra33ct5 end with critical th;nk ng Wrap-up activities, -

project activities. These wrap-ups are expressly 31£§§,§’~” ping
the student put recent activities into a bfaiﬁEEf§§f§P32thé—-<Z¢ﬂ;
'Slmllarly, stuaent and Emplayer 1nstructar discuss the broad ' o

Eerfarmance reviews. ' ,
As the student refines and/or modifies decisions based on

integration of experieénces, the cycle repeats itseif and the

student again meets with a staff person or other adult to : ‘
negotiate new learning goals on the basis of past experiences and '
present sense of self, as well as future goals. ' :

As the students gain experience in using Ehis cycle, they are
encouraged more and more to take the initiative in arranging
meetlngg and proposing terms for negatiatlan They begin to
structure, plan and then negotiate ever larger segments. of their
lééIﬂiE; and to take greater responsibility in meeting terms and

target dates and accepting the consequences of their behavior.

As students become more skillful at negotiation, they come to
understand the benefits of the process, internalize it and transfer
it consciously to other life situations. It becomes their system--
one that works for them again and again, one that makes personal
success more obtainable on short-term and long-term bases alike.

.Thus, although listed as the final phase of the cycle, integration f

156

occurs all the time. It is going on during the entire process of. .-
assessr.nt, planning, evaluating and following through on courses
of action. It is very much what guidance is all about: helping
the stude%t understand and benefit from experiences.

=~ : . . f N



SOME EXAMPLES OF GUIDANCE AND NEGOTIATION
/

Although EBCE is based on the premise that student learning
will occur as much as possible in the community, it is not
always easy for students to take the initial plunge into
the working environment. Sometimes the employer relations
specialists are hard pressed to find something that will

" get the studEﬂt "out there.”

_commercials.
. began a praject in sauna effects but had to curta;l it

/ the evening weather news: /

One boy didn't have any iaéas as to what he would like to
explore and cited listening to rock music as the only thing
he really enjoyed doing. Taking this interest in rock
music as a "thread"” that tied into the field of audiovisual
media, the employer relations specialist suggested he
explore a small firm that Producea radi@ and telav;sicn

when a major corporate reorganization prevented his.
finishing work at that site. At this time, the student's
expanding interests led him to explore the electronics
benind "rpck sound" at another firm. By working with a
tutor on advanced mathematics, he was also able to refine
his technical grasp of media equipment and electronics in
general. !

Once the student is at an employer site, continued guidance
by staff 8s well as employer instructors is needed to make

the stu! sgt s learning persanallu meaningful .

Convinced that he wanted to become a disc jockey, one EBCE
student began a learning level experience at a local radio
station. After only a few days of this experience, he
realized that he did not enjoy sitting in one place all

day "just playing records and talking into—-a-microphone.”
He wanted to quit the site, but his program commi tments
cbligated him to remain and céﬁpléte the léarn*ng level.
Searching for something to interest him, the employer
instructor suggested that the student assist in preparing
Gradually he became 1nterested
not only in news broadecasting but in the science of
metﬁ@rclagy.. After discussion with his learning manager -
and employer relations specialist back at the learning
center, arrangements were made for him to do a Life Skills
prcjeét called "Understanding Our Weather." As a result of
thig project, the student developed a sophisticated grasp
of the scientifie cgncepts underlying weather phénomena and

'_was able ta ﬁaﬂcluﬂe his\iearﬁ;ng level w1th the

i
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STUDENT SERVICES

" SUMMARY OF ADULT GUIDANCE
" ROLES 'DURING STUDENT
LEARNING |

Student assesment

Student orientation

Learning plan negotiation

‘'Project negotiation and
design =~ . ) X1 X]| X!

__Career counseling bl Ix ] x] X

activities = = ) B X ] X X} X x|

Supporting learning activities

Career explorations

e

x
_Learning levels — 1 X1 X ,

_Skill building activities

T -

1 X ]
__Projects I XXX 1 X X
Competencies . X —

gﬂ\
5
a3
{m
H
lm\
I3
|5
1
|
i Ll
»
!
H\
e
o
Ed

Journals .

-
[V
\‘H

Tutoring

Evaluating/integrating student
performance ‘ '

>
¢
>
=
| :;”:‘
‘m
o
[

' Zone progress meetings'and | . .
debriefings o ' ] x

b
0
A
=

___Student Performance Review

'Evaluation of project . ;
__activities N , Ix Itx |

___ Competency certification

Accountability .

I
>

< | [
>
v |
v

_Parent conferences = X | X

Informal interactions.with all 1. N
adults ) )

|
5
>
»e
‘M“
5
>
>

!
Lounge time and pe:riadic\ .
recreational activities '  |x | x| x

-

< |
-
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Guidance (Item 3)

—— e CROSS=REFERENCES e —

The EBCE curriculum and learning strategies are treated extensively
in Curriculum & & Instruction; development of individualized

learnlng plans appears on pages 95-100 of the "%ea:mﬂg Pilan
Hegﬂt;ati@n" se ‘tion of that handbook. B

How assessment in;::rmatlan is collected and t:-r:zmplled for use by
all staff--both at the time students ent’r the program and
periodically thereafter--is also descrlbe' in "Iearning Plan
Negatiat;an," Cur.iculum & Instructicm, pages 54-65.
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STUDENT SERVICES -

Provide for guidance functions in student recruitment
and orientation activities
: !

\

L \
See "Program Entry/Exit" for detailed treatment of student
recruitment and orientation procedures. -

STUDENT RECRUITMENT

EBCE guldance begins during student recruitment activities when
staff describe the program to interested students so they can decide
whether EBCE is a suitable alternative for them. Students' "guides"
(advisoxs) for this decision are their parents, high school teachers
and cgunselsrs, frienﬁs aﬁdi—fsr the first timE*EEECE Staff.

" Staff making recruitment p:eaentatiéns——ét (CE) 5, usuallv the . . .~
étudent‘caﬂfdlnat@r—-shguld o

1. recagnlse ana convey the 51gnlflcance of EBCE chelce
as a pers@nai decision based on Eelf—knﬂwledge

| ) i 2. Prévide éﬂéﬂgﬁ information and suppbrtiva é@ntaét
for students -and parents to be able to make the
\ decision

3. follow thrcugh with inalv;ﬂual;zed student
conferences regarding their expectat;ans and whether
EBCE can meet them

Throughout, assistance should be provided stﬁdents in considering
the compatibility of their goals as individvals with the challenges.
‘anticipated after they enter EBCE. . :

AV STUDENT ORIENTATION

i\ : \ : o ‘
Orientation activities give students their first "total sensation"
of the EBCE program. Staff should therefore keep these guidance
implications in mind:

-~

1. Ideas and facts presented during orientation should
include thos=e that shape EBCE guidance (for example,
; responsibility, decision maklng, negatlat;anf gself-
; awareness) .
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‘ Guidance (Item 4)

. : . 2. Students' introductory learning activities should
C : incorporate basic cooperative and negotiative
interactions with adults.
! . ‘\-,
\3 . Diring &ll orientation activities adults should be
' ready, to provide support and followup.

One (F;!E)E staff member summed up perhaps the most ;.mpartant
guidance purpose of student' orientation:

| We fee’l it is really important to build positive,
trusting relationships with students immediately at the
first of the year. This gives the student’ confidence
in you and forms a good basis for negotiation as time

\ goes on. Students can accept firmer treatment regarding
requirements if they baslcally believe in yoiur: and
themselves.

We know, of course, that you can't leave it at love if
you want young people to learn and grow--ycu've got to
be willing to follow through with the natural
consequences ‘for their ag;tlﬂns. But it is .‘meﬁrtant
to establish right away and :é;nferce as ‘you go alang
that basically yau bélieve in the student.
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STUDENT SERVICES

| Plan student retreat and other group activities through ' ‘
Ei which personalized student guidance can be delivered

I ’ \

" All group act;vitles serve a basie gu;danee fun:t;an they bring

adults and students together to integrate the. Eits and pleces of

their everyday activities--processes such as problem solving,

information gathering, and degls;cm making=-through interactlcm

with one another. ; o \

Examples of such group activities discussed elsewhere in the
guidance narrative include (a) student recruitment, (b) student
orientation and (c) zone conferences (see page 181).

Other group activities of an instructional nature that provide
interaction and feedback essential toc EBCE guidance include the -
following: ' . '

1. employer seminars
2. group projects

B, exploration debriefings with the employer relations
sgec;all i o '

4. acéasieﬁal group competency certification . \ .

In addition, student/staff retreats and small group meetings x

el phaslze informal interaction for purposes Dtheg than instruction.

STUDENT/STAFF  RETREAT

Soon after the beginning of school, (CE); students and staff
retreat for a few days to "get away from it all"--from everyday
schedules, aaily patterns and intérrupticns—-and faéus on

aet;v;tles Lnﬁznded ta helg everyane bec@mg f:iénds, build gréug '
feeling, sharpen group problem sclving skills and open up channels
of communication and trust--channels that can then be usné
throughout the year. _ \ \

i

The retreat involves a rombination of plunned or scheduled activities
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and free time. Optional activities and unstructured time are built
into the agenda so that everyone can get to know one another,
Planned activities provide opportunities for students to practice
decision making skills and group Erc:blem solving processes. .The
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, Guidance (Item 5)
| :

\
\

group works together to apply these skills to real program problems
and issues. 1In short, the retreat becomes an important interaction
and trust-building time that sets the tune for staff/student

‘relaticns thereafter. It serves as an excellent opportunity for

students to gain skill in group processes such as problem solving,
which they can then apply again and again to real program issues
and concerns for the rest of the year. .

| _
Agendas from two (CE), student retreats held in the fall of school

'years 1973-74 and 1974-75 appear on the following pages. Neither
is intended as a "typical" retreat format; however, each suggests

student/staff activities consistent with retreat purposes.
(Explanations for underlined agenda items appear below.)

EXPLANATION OF RETREAT ACTIVITIES

The M1111n Around Acthlty ig intended to help students circulate

among as many other members of the total group as possible to
become generally familiar with everyone else, It encourages use

first of verbal and then nonverbal communication techniques to
greet others and gives students practice in quick group formation.

Group problem solving through information sharing and cooperation
is the focus of the Real Estate Activity. Students work in teams
to memerize and use cooperatively different pieces.of information
{(maps), all of vhich are needeé for the team to perform. the .=
activity (solve the problem). \ i

- Choose an Issue and Come-ﬂp w;th a Solution: Identifying magar

issues within s@e:;fled topic a:eas ‘and hyp@thESis;ng solutions
to them helps ygroups of students converse among them=zalves and
reach a consensus through an informal exchange of ideas.

Five- mémbér teams are assembled for the Five Square Exerc;se, which

emphasizes nonverbal communication and cooperation during problem
sclv1ng. .

The Tower Building Activl;y,again\forms students into teams to |
solve a problem, but this time with an interesting twist: ' in the
middle of their effarts, it is unexpectedly announced that they | i

. must join another group to continue the activity. Team members

are thus faced with adjusting their group problem solving
strategles to a:c@mmﬂdate a team now doubled in szize.

.,\: - e . \ :
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Wednesday

3:00 p.m.
4:30
4:30-5:00
. 5:00-6:00
6:00~-7:30
7:30-7:40
7:40-9: 30
9:30 :

~ Thursday
8:00-9:00
9:00=10:00

-~ 10:00=11:00
11:00-12:00
12:00-1:20
1:30-1:40 ;
1:40-2:15

2:15-2:30
2:30-3:30
3:30-6:00
6:00-7:30
7:30-7:40
7:40-9:00

9:00-9: 20
9:20-9:30
9:30

Arrival at Camp Menucha
Settling In and Unpagking -
General Hegting; Introduction to Camp

Dinner

Introduction and Getting, Acquainted: Purpose of Retreat
Activities: Milling Around, Horse Trading

Music, Snaﬁr;_-?;s ’ Gamés

Breakfast

Small Group Goal Setting: "Where I Want Tc Be
May 1, 1974"

Verbal Cemﬁuﬂigaﬁi@n:;Bga;ﬁggtaﬁergctivigy

Free Time : y : -

Lunch ‘

Warm Up

Team Activity: Produce a Plan For Orienting New (CE),
Students ;

-~

Critique

Workshop: Choose An Issue and Come (Ip With a Solution
Free Time - )
Dinner

iriazm Up

Critical Issues: Finalizing Recommendations from
Afterncon Workshop .

‘Final Staring

" Wrap Up

Party

Breakfast
Wrap Up Activities
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' Guidance (Item 5)

‘Wednesday .

3:00 p.m.
4:30
4:30=5:00
5:00-6:00
6:00-7:00
7:15-7:30
7:30-9:30
9: 30 -
Thuréday
B:00-9:00
9:00=9:45
9:45-11:30
11:30-12:00-
l?:UD—lsz
1:00-2:00
E:Bdézséﬂ
3:30-6:00
61:00-7:00
7:15-8:130
B:30

Friday

8:00-9:00
9:00-11:00
11:00-12:00

Workshop:

.Wﬁrkshﬂpz Tower Building

- Free Time

1974-75 RETREAT AGENDA

Departure by Bus to Camp Menucha

Arrive at Camp Menucha

. Bettling In and Uﬁgacking

General Meeting: Introduction to Camp

Dinner

Introduction and Getting Acquainted: Purpose of Retreat
Activities: Milling Around, Real Estate Activity

Musie, Snacks, Games

Breakfast

quare Exercise

Free Time
Lunch /

!

Workshop: ' Choose An Issue and Come Up With a Solution \

Free Time
Dinner .
Workshop: Program Analysis and Coeunflict Resolution

- Entertainment

reakfast
Workshop: Wwhere Do We Go From Here?

w

Frec Time

12:00-1:00 Lunch ’
1:00 Departure -,
I,
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STUDENT SERVICES._

SMALL GROUP  MEETINGS

At the beginnlng “of each pragram year (CE), staff and students
form small groups that meet as often as members desire. These
’ informal small gatherings have several basi¢ purposes:

1. bring the same students tggéthé; regularly to build
group feeling i
Y : !
2. provide students an opportunity to discuss their views
of everyday program events :

3. ;bﬁild Pasitive interpersonal skills
/

-They suPplanent the manthly all-student meeting and periodic

emplayer seminars ‘by providing a smaller, more personal forum for g

stu527 to express themselves and share ap;nlcns on topies a{ffff

th31r choice. e

=
Small group meetings have :ep3acgﬂ weekly all—studantfﬁ!etings,
which had evolved into a somewhat perfunctory 1nf§§hatlanal
meeting or announcement time, with the 1nf§:mat1§n flaw \
predominantly staff to student. Fallaw;ng announcements; d;s&uss é
had focused time after time on the same issues-~issues involving
most students but for which resolutions could not be found (for
example, unreasonable n@igggaﬁﬂ clutter in the student lounge).

Staff hopad the smaller groups would foster an improved sense of
community among- students and help to resolve some df the impasses
left from the large-group meetings. Students wanted more
opportunities to voice their cplnlons and interact with staff,
including the program admiaistrator. Employer instructors affirmed
/ that Stuaénts sgenﬁing mqgh of thair tlmE on Lhelr own in the

\

thh 1earn1ng center aeclslgn maklng.

(CE)» staff and students met initially to discuss what could be
gained through formation cf small groups and what the ground rules
should be. Together they drafted the guidelines appgarlng on

thé following page. - / _ -

o

—— e’ CROSS=REFERENCES =i ———ee

Some additional thoughts on staff/student communications are
treated in "Community Relations,” Hanaggment & Q:ganléat;ﬁn,
.- pages 4?9—180.

7

166 17y




GUIDELINES FOR SMALL GROUP MEETINGS
Goals

Provide opportunitiis f5r etudents to become effectiva communicataors by

making contact and sharing ideas with a variety of people

airing reactions, opinions, coucerns and conflicts {program problems, individual
; difficylties and so forth) and propozing reasonable seaoluticnd
Build a foeline of community :
Asgist students in achleving a sense .. being an adequate person to the degree that he/she
' ig able to choose socially acceptable behavior and to act responsibly
Formation Procedure
1. Students will sign up tor groups on lists in the student loungs.
2. ]thn a group is furmed, students will seek cut the htaff membar they want for group |
leader. B . . = |
Format
1. Each group will establish its own meeting time, plice, agenda und number of meetings
per month.
(As groups become more experienced and competent in group discus=zions, fewer and/or
briefer meetings may be desired.)
) 25, Goals will bz established for each group by ‘ita mmbers.
3. Although the 7rolps are essentially conversationil in nature, other activities may be
planned by a group and its staff participars -
= 4, Ore group may meet xxtagiéﬂail}f with another for cussion 6f a specific iiasue,
. Hembership ' .
' All students are required to participate and "belony® to a gioup for at least the flrst
three meetings, after which attendance is eptional. ’
) Members may change groups if there is mutual agreement butween both groups and staff
\ participanta.
Role of Staff Participant
. The first task of the staff participant is to help the group decide on the issues it wishes
i to discuss, te clarify issues and help plan progedures. ’
buring the discussion, the staff participant will try to invelve as many group membars as
' r raible and will facilitate group interaction or direction in a manner appropriate to the
+ v tieplar igroup. £
Ground Rules for Students and Staff
1. Everyone who is here belongs here just because he ia here and for no other reason.
2. We try to be 4s'honest as pogszible and to express surselves as we really are and really
feal==just as much as we can, :
3. We listen to everyone.
4. We try to be realistic: If ve knowsthings are a certain way, we do not pretend they are
; are not that way. f
5. Decisions madé by the group nead evetyena's pg:ticipatiﬁm
Things to Avoid (Staff) ‘ ‘
’
R 1. ﬁiﬂiﬂ?ﬁt& paAychology: study the impact of bshavior rather than its “causes®
Red Egésl-z;ﬂgz avoid putﬂmg bandaids on persons who are capable of working out their
own thing: give support without cutting off learning . .
#, ot § o 5 . . . \
"oungeling” chat gives nothing . o
4. Requiring persons ko be’ like you 4r to justify their feellngs: instead, ncee:-
i 1
H . . ]
i i N . N .
. ) : )
- . L

O
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STUDENT SERVICES

Establish relationship between guidance functions and
!; Student Accountability System -

168

STARTING WITH COMMUNITY EXPECTATIONS

The Student Accountability System reinforces EBCE's goal of
helping students understand and integrate their present and pasw
experiences with choices they make regarding future courses of
action. More specifically, EBCE accountability combines community

‘and program expectations for student behavior and perfbrmarice with

procedures that,enable students to confirm their own rights and
responsibilities for decision making by

1. considering how their behavior affects tnemselves and
1 v

2. accepting responsibility for the results of choices
they make o

3. antlc1patlng possible effects of th21r choices and

behaviors and making adjustments that will benefit

o both themselves and the community of whlch they are
members

Learning Recuirements and Behavioral Standards

Based on expectations for adulthood derived from the local
community (see page 144), (CE),'s Student Acc@untab111ty System

- defines requirements and standards for succéssfuL performance in
" the program. .1t presents program expectations raga:d;ng student

learning and behavior in terms of choices students must make
daily to progress in their learhing plans and to make responsible
use of community sites to achieve their indiviéual goals.

Some accountability standards relate explicitly to varlous

learning strategies. For example, students must initiate projects,
select exploration levels, submit journale and meet negotiated
completion dates. Other standards relate more generully to the
kinds of conduct that are ;rerequigite to successful implementcation
of learning strateyies. For example, students must obey the law,
cooperate with adultsg and other students, keep appointments,

abse;ve house rules at the learning center agd respect Emplﬂyer/
community site requlat;aﬂs.

i

| —
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the kinds and sequence of consequences

stgdents can E;FEQt if they do not meet their responsibilities.
5

ountability issue:

For all acc ; Students,

parents, staff and other

EBCE adults neactlate courses of action that will reconcile

STUDENT ACCOUNTABILITY

\ WHAT IS EXPECTED WHO GETS INVOLVED

Obeying the law wh;le in the Parent
program =
Appr Jriate conduct while
reprizenting EBCE

High Ievel of cocperation
with emplcyers/staff/students

Learning resource
specialist

Being eduzationally

produstive Learning manager
EBtablishing.zone planning Student coordinator

gtrategiss and goals
Program administrator

Initiating/completing/
aubmitting orojects

Selecting ~xplorations/
learning levels

Establishing competency
target dates,

Haiﬁtaiﬂing employer situs

Turning in completed
Exploaration Packages

Submitting journals :
Tirning in Time-Reports
8igning in/out appropriately

Keeping appointmantsa

é@feémﬁnhs

Showing care for facility
and equipment -

e

-Establishing reason abl
luneh hours

Negotiating vacation tims

359 “natural consequences" we mean that courses of
tha. logically address or reiate to the students’
imposed arbitrarily.

SYSTEM

WHAT HAPFENS

When there is evidence that a
student is doing less than
satisfactorily—~in any of these
areas, a conferefes will take
place with the studdnt to
clarify concerns. It is during
this meeting that appropriate
natural consequences must be put
in writing.*®

If improvement has not cecurred
after an established period of
time, a conferfence will be held
with parents/staff/student to
reach new agredments.

\

ulure to fulf§11 pEﬁalti and
o improve in meeting .
regponsibilities calls for an
imgnediate conference involving
parents/staff/student and the
program administrater

Types .: nenalties
Make up work
Loss of lounge privilege
Monitoring system
Contracks
Repaf inconvenience time

Loss of project cradit

pas of exploration credit

&

g5 of employer gite
Frobationary period
EZuspension

Dismdissal from program-

aétisn ghould he negotiated
buhavior and are not

) L3y
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ACCOUNTABILITY AS A STARTING POINT FOR GUIDANCE

The Student Accountability System is viewed as a minimal set of
guidelines to be judiciously applied to individual situations by
competent, empathetic and responsible adults. When interpreted
aﬁd used as 1rtenééd it becomes not a Systém for impas;ng penalties

negaflate and agree on actlﬁns that méet the ﬁeeds Df bath the
student and the pregram.

Accountability is one of two interrelated kinds of responsibilities.

_that (CE)E students and staff share--the other beiny the ongoing

170

nevstiation process that is central to the development of
individualized learning plans. The former comes into play only as
the need arises; the latter happens every day as students plan,
pursue and modify their actual experiences. .

We point out to-students that there are fixed variables in all our
lives and it is in working with these variables to achieve
meaningful life goals thact both stability and challenge emerge.

The expectation that students deal reasonably with others, comply

with basic accountability standards and pursue program completion
requirements represents these fixed qualities in life. Within
this framework, students are regqularly encouraged to negdtiate
learning plans appropriate to the;: unigue abilities, nséﬁs, goals
and learning styles.

As a result, staff view the accountability system»—and the
nEth"tlQn that 15 part of 1t—=as an 1mpa:tant gulﬂaﬂcp tcol a

The system insures that ;5

1. consequences res?lt frém.sggﬁent actions

and refle ct consistent program standards

3. consequences are anticipated and understood by
the student . A '

It encourages realistic practice of several important elemerits of

EELH learni ng"'dngSILm making, anceptance of leﬁpéﬁﬂlblllty for

one's actions, resolution.of problems as they occur and student/

adult caapézathﬁfln helping Students learn from their widely

varylng exper. ences in the cémmunity.

Py,
e
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ddance (Item &)

a MAKING F\CCOUNTABI ITY WORK A7 {EE)E

Initiation 'of accountability interactions or consequences can
result ir@m daily chservations made by individual staff or derive
from staff consensus at meetings held regularly to review student

progress {(see pages 177-181).

Schbq] Year Action Zones: A Guidance Framewor

To oridnt students in time-management skills and provide them a
framework for crganizing their year's work and completing tasks,
(CE)» divides the school calendar into school year actién zones.
For. each zone, the number of learning activities that should
reasanably be completed by that time is approximated and day-to-
day actions considered negessary to student success are written

~in. To be "on time," each student should aceomplish as much or
more than the number of learning activities ;uggesteﬂ for each
zone. Tbaether, the zones include all program completion
requirements ‘and behavioral expectations that comprise the Student
Aésguntah;l;ty System. :

The zcﬁesigfaduallyriéngthen te accommodate—s: ﬁﬂéﬁtSLZiﬁéfééEiﬁg

_ familiarity with the-program and to encourage z corresponding
' : growth in self-management and acceptance of responsibility.

1975-76 School Year Zones | oy
Zone 1: September 2 thraugh 19
Zone 2: September 20 thrnug October ]7' !

/ _ L
: — i i

Zone 3§ October 18 through Nnvember 21
Zone 4: November 22 thraugh January 16
Zone 5: January 19 through FebruafyAZO

/ Zone 6: February 23 ﬁhrcﬂgh March 19 /

Zone 7: Marth 29 through Apr1 28
Zone 8: May 1 through 28
9: June 1 thrﬁugh 9

J - S _ - 171
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STUDENT SERVICES

Stidents »egin each ne by meeting with staff to negotiate iearning
activities. They then proceed with the agreed on activities,
seeking adult assistance a:ad evaluaiing their progress :s necessary.

During the first zone, all staff work with students to help them
|, recognize tne need for, and take initiative in, planning individual
~activities and weekly and zone schedules. Gradually, specific
occasions of staff support decrease with the student'sy increasing
ability to accept these responsibil’ es.

‘For each zone, student progress is analyzed by staff durina
all-staff zone progress meetings and zone debrizfings (see
pages 177-18l). During these reviews, the entirc staff compiles
information about each studeht in relation to how the student is
working and What needs to be done to help thz student cateh up,
_ maintain good work habits or tackle new challienges. This
information helps stuﬂentg parents, emplayer instructors and staff
plan and negotiate new learning strategies and target dates, as
well as report student p.ugress to parents (see pages 183-184).
Negotiated plans are hhén implemented within the learning pProgram
of each student. .

Appropriate adjustments are made in the next zone's expectations,
depending on the student's demonstrated ability to manage time.
- For example, students "on time" at the end of the first few zones
! o are encouraged to negotiate their own plans to replace the next
; zone or zones. Some students continue to need ' uidelines and may
follow the recommended zone requirements for the full year.
Students falling behind during the 2arly zcnes are counseled and
assisted in a manner appropriate to them A5 ind :duals but
consistent with the procedures called for lﬁ the Student
A&cauntablllty System.

Accountability Conferences and Consequences

In 2.: learning plan agreements the student is eypected to fulfill
the terms agreed to or reneygotiate new terms based on a valid
rationale. He or she is expected t¢ take increaving responsibility
for meeting terms and target dates.

. If the =ztudevt is not meeting negﬁtiatéd "¢ : aing agreements, nx
if a behavior is considered counterproductive to learning prcgr=ei.
staff respondas outlined in the Student Accountability System.
Fssentially, three "levels" of student/adult interasticns are
provided for:

Level 1: The first interactions cre between student and
staff or othur adult responsible for the area in which the
problem occurs. ' The aim at this level is to resolvs the
problem between the pecple directly involved. )

[
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Guidance (Item 6€)

student and adult(s) most directly involved, then these

individuals bring the student's parents into the negotiatiros.
Again, the goal is to work out a solution that is agp ‘opriante
to the problem with adults who can help.

’ ., Level 2: If the difficulty is not resolved between the

\
5 Level 3: If the difficulty persists in spite of level

one and two asctions, the program administrator may hecome
invelved. :

The staff wmember(s) involved at the first level decides when to
go on to the second and then the third. There may be several
negotiations and conferences at each level. Attempts are
always made to exhaust the resources of one level before going
on to the next.

For example, if a student is late turning in project products,
the learning manager may remind him or her and negotiate new
target dates several times before deciding :o call on the parents
for help. Likewise, several conversations with both parents and

" students may be reasonable before deciding that the program
administrator should get involved.

To czneclude each negotiation pracgss, the parti..ipats agree to
what the student will do to 1mprave behavior or learning progress
ard what censequences will result if the ay.-ement is not met)

D Further conference: and consequences should not “e : wrprises;
rather they should follow naturally on previc ¥ . tudent/adult
decisions.

How the Process Can Work

To begin, a staff member concerned about a partisular studen® way
simply invite the student to sit down and talk abou® it on +%e
spot. Or, depending on the seriousness, the staff member muy
formalize the interaction by noting the behavior and/or the
conference on an Accountability Write-Up form (see page 119).

Zovi:z progress meetincs and end-of-zone debriefings can alse result
in Accountsbility Weite-Ups. (See page 180.)

The student is encouraged to talk out canses and effacts cof the
behavior in question.! Together, studant and sraff Inember tzy to
interpret the action honestly and negétlate a §Q1utlén. E
written agreement or contract, signed by the student, specifies
vhanges to be nade within a qg&clf;ea time frame. '3
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STUDENT SERVICES

The student’s parents may aiso be invited to the conference.
Together, the three parties try to come up with a plan to eliminate
the problem--perhaps including monitoring and supporting the
student in the home environment (see Item 8).

Whien necessary, subsequent renegotiation of term=z and consequences
includes the program adrinistrator, who has kept up to date on
interim negotiations and prascriptions via zore progress meetings
an debriefings. If reasonable solutions cannot be found ‘and the
student's actions continue tc conflict with program standards,

he or she may be asked to tr:. er out of the program. If this
becomes necessary, the staff and program administrator help the
student and parente consider other more suitnble environments for
the student. - n other words, students are never "just kicked out."
Staff work to help the student plan a transition (to another
school, emplcyment, etc.) that is nuitable to his or her unique
situation. v ; :

A POINT TO REME

4

Application of tlie Student Accovintability System by (CE), staff

is directly influenced by their conviction that responsibility for

student learning and behavior can be transferred only gradually : ' \
from adult to student, depending-on the individual realiness of : e
the student. During the early weeks of t & vear, students running
knowledgeable adults might be missing, misunderstanding or

misinterpreting.

In other words, staff first assume that they are responsible for

student difficulties. They may reexamine school records, test

results, the project writing process, the student's access to
staff and so on in seeking a sclution. Only aifter carefully
reconsidering thir own areas ¢ responsibility do staff move
gradually to help the student take responsibility for his or her
own behavior.

T CROSS-RE.ER:NCES ‘ s e

The Student Accourcability System and school year act.on 2ones
are also discussed, as staff planning a.d moni toring devices in
“Learning Plan Negotiation," in Curriculum & Iastruction, pages
81-9]1. The accountehility system and school year aciion zones ¢

. are discusv»d ~nd Jisplayed in the Studen® Handicok given to

2tudents during orientazion (see Jnpencdir A).
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Guidance (Item 6)

HELPING STUDENTS BE ACCOUNTABLE

An "elementary" ispsct of student learning on a job site is
acceptance by the studst of requirements and expectations
that applu to employees there: throughout the stay, the
student is treated like (and expected to become) "one of
the group" at the site. For some students, shouldering
these everyday responsibilities is work in itself, and
their employer instructors must exercise considerabl=
patience and perseverence.

One student, whose lack of initiative and willingness to

. follow through oa tasks had alread ' caused EBCE staff some
: congern, selected a learning level at a private preschool.
While there., she proved to have an extraordinary talent for
relating to soung children. Soon she was given conditional
responsibilit; for her own group of voungsters.

Unfortunately, her apparent 'ack of motivation and
unreliability interfered wit:. aer performance on che job
(she was often tardy cor failad to show up at all). After
several "second chances" and discussions with the student,
the employer inztructor finally asked her not to return to
O the site until the two of them could confer with the EBCE

- employer relations specialist and find a reasonable
resolution to the impasse.

With the encouragement of the ERS, the EI reiterated to
the girl how her absences were inconveniencing day school
.staff, emphasizing that a regular employee could not behave
in siuch a manner and expect *o keep a job=--however much the
:hilaren loved her. Eventu' .ly they acreed on a daily
azcountabil . ty/attendanee syztem that —rould rrovide L_ograi.
sta:f with imaadiate feedback should girl slip in her
effor :5" %o keep her uppointments at the site. Although
the girl's behavier 1s still being menitored on a daily
ratiler h.49n weekly basis, she has marikedly improved he-
rtcendan . 't the site aud continuzs to worh well with cihe
v ' preschcolaois.
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STUDENT SERV

ANOTHER EXAMPLE
N gl

Young people in EBCE need varying degrees of adult support
in making "the transition to adulthood” that EBCE Is all
about. They may have to be encouraged, supported, cajoled,
monitored, led, pushed, pursued and loved through such a
transition, but when a student begins to accept
responsibility it is a tremendous satisfaction for all
involved.
At the beginning of:his (CE); experience, one student
depended on a number of attention-getting behaviors in his
dealings with staff and avoided responsibilities such as
checking in and out of the learning csnter. Staff noted
then thal he fourd it hard to make decisions and was
difficult to place on employer sites.

One of his few interests was electronics, so the employer
relations specialist arranged a visit at an electronics
firm. On the site, the employer instructor took a personal
interest in the student. He took time to have talks with
the student and gave him a number of responsibilities.
Because the student demonstrated a real aptitude feor
electyonics, his EI recommended that he attend a sunmer
seminar on electronics at an out-of-state universitv.
Although only a junior, the student has followed up on this
and has applied to the university. .

He is now checking in and out of the learning center

and taking the initiative in telling the ~aff .hat he is
doing. Recently, he was elected by his . low students
as the student representative on thé (CE), board and is
now considered by the staff to be one of tine must

Elk\l‘cf | 174
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Guidance (Item 7)

o - Share and record guidance interactions and
. 7 responses made by staff and other adults

Each student has daily con:tact with many different adults. Some
adults interact with students primarily at employer and community
sites; others see them onlv at the le2arning center. Tach usually
meetes the student separately from the others--at differept times
and for different purposes.

However, all adults are responsible for guiding students in a
manner appropriate to them as unique persuns as thay héip ther
with their learning activities. To do this, each adult needs a1
clear idea of how each student is progressing in all program
activities and how other adults are responding to student needs.

What Kind of Information Dc You Want?

Observations made and informaticr shared to support guidance
interactions must logically include all aspects of a student's
development, including affective or noncognitive considerations,
as well as cognitive growzh. Attention must' be given not only to
increasing knowledge and skills, but also to each student’s
developing attitudes, benaviors and total personal growth, to
bring together a complete picture of the student's development.

(CE), staff come together regularly to discuss student progress.
Zone progress meetings concentrate on behavioral observations,
zone debriefings on actual student progress in learning activities.

ZONE PROGRESS AND STUDENT BEHAVIOR

At zone progress meetirjs held midway into each hcol yeav .
action zone, (CE)p staff share both formal and informal student
behavigr observations made on a day-to-day basis. These meetings
allow' staff to monitor and record student affective growth
frequently and systemaetically. Thas they can identify traits and
patterns of behavior that are either helping or hindering a student
in the fulfillment of goals and in successful interactioéns with i
other people. 7Tlis information is then usgsed as a basis for
reinforcing behaviors that are working for the student and fos
substituting successful benaviors for those that are not working:
LT /- i
Staff deal individually with every student, working to identify '
(i) those students who are making excegtianal-gregress, (2) those

. \\ ‘ ; ’
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STUDENT SERVICES
who are meeting minimal expectations and (3) those who are having
difficulty.

Six Behaviors to Lock For

When meeting together (CE)2 staff find it helpful to sPeak in

terms of behaviors reflecting students' responsibility, cooperation,

pPersonal interactions, involvemant, self-diractedness and
enthusiasm--qualities considered by staff as essentials for

" student success in the program. Discussion touches on academic
as well as nonacademic considerations. However, staff try always
to limit their observat .ons to specific behaviors (for example
"John did not go to his empioyer site this week because..."),.
and to avoid general observations, non-specific examples or simple
progress reports (for example, "John has done three explorations
go far").

How the Procedure Works

Before the meeting begins, the student coordinator distributes to
each staff member a sheet with students’' names down the left
column. On this sheet is space for each staff member to note, as
the session proceeds, behaviors discussed and prescriptions agreed
or:. After :h= meeting ztaff membars can retain capies for th31r
own records.

i

ZONE PROGRESS PLANNING SHEET

FOR STAFFING OF __

[; 7,7,S§i:n::lent
b AL

f}AL kﬁknﬂ4a - _ —
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Guidance (Item 7)

The meeting regins with the student ccordinator calling a
student's name. All staff members recount behaviors they have
observed since the last time the student was discussed (using the
above bzhavioral categories as guides), referring to copies of
Accountability Write-Ups and positive post cards they may have
initiated and to their own notes. The employer relations
specialist reports any comments made by site personnel; the
learning resource specialist does the same for compstency
certifiers, tutors and other resource people. Discussion may
follow. during which the student coordinator works to encourage
specificity and cbjectivity of staff comments before recording
them on each student's "Student Behavior Record" (see below) .,

student — I gﬁegula;
Date . _- R DETDEZQEBE:Y

~ yea&r action Zr.u8.

- - — — —~ — —_— - — - —

_ L _

. —— —— - —_— b
- —_— - — R —_—— _
Prescription/Comments . - \—— e
b e e — e e

1

— S— - P — S — S ——— e ,'

You may choose to develop a checklist of the siL behavieral
categories mentioned above and have staff :ry tp define information
specifically in these terms. (CE); has ehperzmenhed with such a
checklist but found it difficult to control averlapplﬂg among
categories. As a result t}zeg now use a r‘her;kl;si format vnly f_h:eé
times a year--at the end of the firs:-, fourth aﬂd finzl school
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STUDENT SERVICES
After each staff person has commented, the grocup determines a e

prescription to be followed in reanting to the student's behavior.
Responses may already have heen initiated by individual staff
members--as called for in the Student Accountability System--and
recorded on Accountability Write-Ups brought to the session. The
group considers xll prescriptions or strategies to date in )
determining subsequent approaches for students who -contfnue to
exhibit problem behavior.

In agreeing on how they will help the student,-staff fol:io»w the
suggested general chronolcgy of escalating "consequences" set
forth in the Student Accountability System (see page .169) .

These have been designed . insure personalized atrention to each
student's needs through c...ff/student conferences and negotiations.

The "action prescription” is also recorded on an A:cagntab;llky
Write-Up form for discussion with the students’ ‘and mailing to
parents. For students exhibiting positive grawth or commendable
behaviers, one staff member handwrites a cangra:alat@rv postcard
to the student’s parents and mails it hame (see page 183).

ZONE DEBRIEFINGS AND.” LEARNING PROGRESS

B

Zone debriefings are held at the’'end of each school year action
zone. Unlike zone progress meetings—--which focus on student
behav1ars as they are refle;ted in and influerice student learning _
activities=-zone debriefings are intended to give staff -
opportunities to discuss actual =ctudent _Progress on léarning

activities in terms of tasks performed and "amount" of work done.

3taff also use this information for subsequent conferences and ;
negotiations with students and for reporting student progress to

parents.

How a Zone Debri2fing Works

At the close of each zone, a debriefing farﬁ for each student is
circulated among staff. This form addrasses the .Jollowing
general questions: '

l. What has the student accomplished in this zons?
+ 2. What has he or she not accomplished?-
3. What barriers seem to be in the way?

4. What can we do to help?

Sections of the form pertaining tc their areas of responsibility
are filled in by the laz/ning manigers, emplcover relstions ' ;‘

Aruitoxt provided by Eic:



Guidance (Item 7;

D specialists and learning resource specialists. Taken together,
the information represents current status on all aspects of each
student's program work.

For the debriefing session itself, the student coordinator reads
aloud each student's status in all activities—-how many
explorations completed, competencies certified and so on--along
with the information, comments or evaluations noted on the form by
staff. The group then discusses what action is needed to support

as indicated by progress to date. Together they agree on an
action prescription for dealing with the amount of work completed
and related work habits.

Use of Debriefing Information tc Guide Students

Action prescriptions resulting from zone debriefings are discussed
with each student individually by a staff member designated during
the ‘debriefing. This staff member may be the one in whose area
~ the student needs particular help (for example, an ERS for
employer site matters) or one who is personally close to the
student. Students behind in their work are counseled individually
and asked to write up . lan with target dates for completing each
unfinished activity. This plan is given to the student's learning
i manager. If target dates are not met, followup is made by staff

System (see pages 168-174). Students successfully managing their
learning are congratulated via posteards sent to their homes and
are encouraged toc negotiate even more individualized activities
and schedules for the next zone. '

== CROSS=-REFERENCES =—————

Each learning strategy in Curriculum & Instruction also deéls with
accountability as it relates to that particular activity.

The Zone Debriefing form appears in "Student Records,” pages 116-
Il7. The Zone Progress Planning sheet and Student Behavior Record
are informal student coordinator records filed by that person and
therefore do not appear in "Student Records."
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Type of Information

Who Records

SUMMARY

Reccrdkeeping Device

General observations of
behaviors during testing
(attention span,
concentration,
perseverance and

so forth)

Frogress on
learning activities

Affective growth/
behavior

Problem requiring
participatory solution

Student
coordinator

Student
coordinator

o1
W

First LM/student

zonference

[

Whenever
conference is held
betwean student,

Where Displayed/
Discussed in

This Handbook

pages 98-99
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Guidance (Item 8)

- ' Involve parents in student guidance decision making

8

Built into the EBCE guidance system is a plenned series of contacts
with parents. These interactions have two especially distinguishing
features: (a) they occur frequently, not only for reporting
student progress but for bringing parents into decision making,

and (b) they encourage the exchange of specific and detailed
information about student learning progress and behavior. Parents
top the 1i ;- of "who gets involved" in student azcountability
matters &  zre the first stage of "what happens™ when student and
staff need assistance in resolving learning difficulties or
ﬁcnpfaﬁu:tive behavicrs. Parents are regularly contacted in the

1. By telephone or in conference as a regular zone
debriefing E:D:Edﬁ}é. Pa:enté are appriéeé of
debriefing results in conference or by telephone;
student successes as well as difficulties are
discussed. Copies of the Zone Debriefing form,
with staff prescriptic-s noted, are also provided
to parents. :

2. On_a congratulatory postcard sent to a student's
home: To acknowledge natewarthy behavior a designated
staff member writes a "positive postcard" to the
studerit's parents and mails it to their home. These
postcards may be initiated by individual staff members
any time or come as the result of a staffing discussion.
Dear Unm and Tim, -

-jhsgﬁ a.gﬁLEZE 23 é&ﬂ*fggéif ;tgga?ﬁﬁis%;;

Gnn § C Tinr /Mllese.

metivation ar: real /20 MﬁﬁM

é;%s“EL: Uar sae aAg 7orant € spm

" 72,23
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STUDENT SERVICES

3. By telephone in response to difficuities: The student
coordinator telephones parents immediately when a zone
progress meeting or debriefing should be discussed
with parents. 1In addition, a copy of an Accountability
Write-Up form is mailed to parents.

Staff=initiated communications with parents regarding student

taff/student
negotiations, agreements and "natural" consequences are not
producing the desired results. When parents are invited to a
special student/staff/pareqat accountability conference, they are
already aware that the student is having difficulty in certain
areas. The conference is preceded by telaPhaneAc@nvazsatiéns and
written notices (Accountability Write-Ups and/or Zone Debriefings)
as first steps in trying to pinpoint methods for assisting the
student.

During the conference, staff try to find out from parents as much
as pussible about their perceptions and expectations of their son
or daughter, their ideas of what action might help their child and
their willingness to get involved. Together, student, parent and
staff formulate a support plan such as monitoring study hours,
insuring that the student gets enough sleep, conveising every day
with the student about status in the i8lentified areas and the like.

The staff person may use a special task sheet (see next page) to
record the activities the student must complete; a copy is then
given to the parent to take home and use as the basis for
discussing specifics rather than generalities with the student
"How did school go today?").

1.7 and when staff feel that parental resources are not working,
staff, student and parents meet with the program administrator as
the final chance for students to indicate they are willing to
settle down and work positively to improve their study habits,
their learning progress or their behavior (see pages 172-174).

In any staff/parent conversation--including spontanecus ones--
parents are asked if they have any concerns or guestions.
Suggestions on how EBCE staff might further help the student are
also sought. Parent responses often provide staff with valuable

insights that may shed light on the student's "outside c¢f school™
self.
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STUDENT SERVICES

AN EXAMPLE OF HOW PARENTS CAN HELP

Everyone in the community 1Is viewed as a potential resource
to support student learning. Among the most important and
influential of these resources are the students' parents.

One noncommunicative youngster was hard to place on sites
because of his apparent lack of interest in anything. Visits
to several exploration sites failed to stimulate him.

During a regularly scheduled parent conference, i"is mother
told staff members about her son's artistic talent-—a talent
the -son had not revealed to the staff. As a result, the
employer relations specialist discussed with him the
possibility of a learning level at a local art center.

The boy's experience at:the art center helped him focus his
interests enough to enroll in an extensive water color and
acrylic painting course and learn to frame his own works.
While e student continues to be shy about expressing
himself, he has accepted the fact that he dcoes have his own
likes and dislikes and is presently much more willing to
explore new career areas of interest to him.

—_ - e CROSS~REFERENCES — —

The usefulness of staff/parent confe: .. in build:y program !
understandi -7 and support is discussed ‘Community Relations,"”
s:ment & Organization, pages 181-18

My -

Parent reporting procedures are also treated in "Student Records.”
Item 15.

o 186
ERIC

Aruitoxt provided by Eic:



2

Guidance (Item 9)

. : — 1 Refer students to external agencies/individuals for
E; special guidance needs or problems

Students observed by staff to have sgaéial guidance ox counseling
needs are assisted in finding help through the ~igh school or an
appropriate outside agency or clinician. (CE), prefers to refer
students with complicated or long-term problems for several reasons:
1. Students should be encouraged to make full use of
commrunity resources to support all aspects of their
development and to meet many of their needs--just as
adults must be able to make use of such resources for
emergencies or crises, as well as for everyday matters.

2. Staff are limited in their time and snergy; crisi
counseling or problem sol -4 be dralt 1th a
only one aspect of staff . nsibility to the st
it should not be allowed tc¢ onsume a discropertion
amount of any staff ~wember’'s time, nor to preempt the
needs of other students.

3. Although eve: s program-related adult is generally
. renponsible £ . responding to each student's neeads,
the "-est"” response is often simply helping the
student come together with an appropriate resource.

All staff share responsibility for helping students distinguish
personal problems from more severe or recurring difficulties.

The student coordinator researches outside agenecies, inecluding
counselors at the high school, whose services might be used and
supervises student referral when appropriate. All staff join
forces to help -he student profit rfrom tl: assistance received and
to integrate it : . to an ongoing system of thought or outlook to
guide the student in day-to-day activities.

e
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. Encourage evaluation of guidance functions O
through year to assure consistency with -
curriculum design

important consideration in any innovative program is change
esulting from experience. Change will occur; you shduld
nticipate and allow for 1t in the design of the program and
ach of its components. As with all other program elements, it
is desirable to refine guidance techniques continually over time
to better suit adult and student needs. Such refinement and
possible redesign should be based on guidahce gcals and related
caﬁéépts, s*"udént guiéan:e nééﬁs staff bﬁliéf; anrj observations,

f"“‘” E‘

m
A1)

Remember: EBCE is built on an affirmation of the cowmunity. It

depends on freguent and honest circulation of ideas, opinions and

feelings among all participants-=-students, staff, parents and

community adults alike. Problems will always arise; if you have

fostered : .incare attitude of sharing among all program

participants, a satisfactory student guidanee system will result.
|
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Guldance (Item

= Respond to individual student guidance needs through
1 1 combination of appropriate guidance activities

Each student and each situation requirirg individualized guidance
by an adult is unique; a checklist to "cover all the bases" is not
feasible. Staff in any EBCE program must use professional
judgment in applying guidance principles and strategies (such as
those suggested on the preceding pages) consistent with program
goals and their own convictions about people.

What (CE)-; does may not apply to student needs in other programs,
but the reasons for their responses may. Following are a few
more examples of ways (CE); staff have attended to individual
student guidance needs arising naturally in the course of each
student's learning progress. Basically, these vignettes are
intended to illustrate (CE)->'s most consistent interpretation of
the EBCE concept--that experience-based gquidance depends
significantly on personal interaction with adults in a variety of
community environments, and that career/life guidance can be
incorporated in a curriculum that provides comprehensive Basi
5kills and Life Skills activities, as well as specific Career
Development experiences.

— — ~———e—— CROSS5-=REFERENCES ——— ————

Additional case study reports on Tigard EBCE students appear in
NWREL's FY '74 and FY '75 Evaluation Reports. These case studies
develop more fully many guidance elements touched on in the
vignettes in this narrative.

11)
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RESPONDING 7O INDIVIDUAL GUIDANCE NEEDS

Whatever a student's needs, concerned adults come togsther o
agree on an appropriate response and fo continus that
response over time.

Early in this school year, (CE) > staff noted that a
particular junior scught their attention by messing up tasks

and "playing gamss™” but was unwilling to sit down and talk
to them in a censtructive way Following discussion o
these behaviors during a staff meeting, staff agreed t
ignore the student when he sought attention in these ways but
to encourade him to converse more openly and frankly with
them. At staff suggestion, the student signed up for several
small group learning activities and a Motivation for Career
fuccess group project. Individual staff mewbers made it a
point to initiate and sustain conversations with him as often
as possible. In recent months, the staff has notad that the
student is striking up these conversations more often on his
own and asking directly for staff assistance when he wants
it. The student's most recent employer instructor has noted
his growth in interpersonal communications and has invited
the student to extend his stay at the site to continue
learning to converse comfortably with adults.

Lo

EBCE students are encouraged to supplement thelr program
experiesnces with both formal and informal peer group
activities, including social events, intramural sports and
other extracurricular activities at their former high school.

With encouragement from (CE), staff, one EBCE junior
recently won a small part in the high school's production of
"The Miracle Worker." 1In addition to bringing him into
frequent contact with "old" friends at the high school--
which staff felt he particularly needed--his work on the
play becamé thé springbaarﬂ f@r an EBCE préjéct. Tﬁe
skllls by wr;tlng an essay on the llfe gf Helen Kellar and
to expand on his "dramatic" experiences with blindness by
studying educational opportunities for the blind in this
state and investigating the development and application of
Braille.

190
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BUIDING STUDENT LEARNING

Staff and Student negotiate the specifics of how the student
will be accountable for performance based on the student's
present ability--and willingness--to schedule learning
responsibilities"efficiently.

Once-a-week conferences with the learning.manager are the

only "check-in" requirements for one particularly motivated
student who is working outside the learning center on a three-
month project on labor unions. For less motivated or self-
disciplined students, specific "gimmicks" are used to help
‘them successfully achieve short-term goals before tackling
long-term ones. A ledrning manager is helping one student,
who has difficulfy applying himself, gradually lengthen his
periods of concentration by "plugging him into" a tape
recorder playing classical music. For an unusually nervous
girl--whose fidgeting, fingernail biting and general inability-
to concentrate had been the despair of her high school
teachers--the LM uses an egq timer to enforce half-hour study
periods separated by five minute "breathers." Soon the
breath=rs will separate hour-long periods of study, and
évent%glly use of the timer will be dropped.

\
r .

Guidance (Item 11)
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WHEN SPECIAL HELP IS NEEDED

EBCE staff work hard to guide the students to any and all
resources in the community necessary for their progress,

including individuals and agencies offering professional

assistance with problems.

While attending Tigard High School, one student seemed
interested in some activities but seldom followed through
on commitments. The school counselor reported that the
student's parents were helpful and concerned, but the

‘counselor thought that the student set unrealistic g@aléi

At (CE),, the staff have observed that the student
manipulates his environment to avoid completing his
responsibilities. For example, he drives other students to
their job sites but does not go to his own. He blames
others for his inabilities, complains a lot about his “ork
and: becomes highly irate when the staff attempt to hold him
arcountable for his time or work.

In an effort by staff to help him overcome these .
difficulties, he has been placed on a contingency management
program: he is required to sign a contract with staff for
assignments he agrees to complete, and he loses credit for
activities not completed by the due date. Several
conferences have been'held with his parents (whom he blames
for many of his problems), and program staff have

- recommended that his parents secure Duts;de stchalaglcal

help for their son.

i




Guidance (Item 11)

HOW COMBINED GUIDANCE HELPED ONE STUDENT

With some students, a noteworthy experience or particular
relationship with an adult can cause a dramatic change in
attitude or behavior. For most young people, however, no
one event can be isolated as a turning point in their
personal development. Rather, the effect of experiential
learning and guidance by concerned adulkts is gradual, almost
imperceptible, over a long period of time, until one day
something causes everyone to sit back and realize that
change has occurred.

As one (CE)E staff member put it, "We don't know exaztly

" which thing did it for Margaret (not her real name), but at

the end of two years she was a completely different young

-person from the one who had entered the program. She liked

herself better, her appearance had improved dramatlcally,
her attitude toward school had completely reversed itself -
and she. seemed much more in command of her own life."

An anécdcté .staff particularly enjoy telling about Margaret
is a comment she made about herself to her learning manager.

"I was wdlking down the street one night coming home from
''school and I was carrying a bunch of books. 'All of a sudden
, I said to myself, 'Wait a minute. This isn't me carrying

all these books. I just don't do homework.' And I

realized I had really changed a lot. I was actually reading

and studying now and I didn't even mind h@mewczk because
it was stuff I was interested in.'

This realization was especially significant for Margaret,
bacause when she came into the program she was the first to
admit she hated studying and had poor Basic Skills. She
couldn't do simple math, she read slowly and had poor
comprehension, and she nearly always copied materials
rather than writing something on her own. In short,
Margaret needed a lot of special help.. .

An individualized Basic Skills program was immediately
negotiateé with her anﬂ she began wo:k;ng w1th a tutor.

read materlals that wauld 1mpzava her skllls. She seemed

‘interested @nly in movie magazines and beauty magazines--
-and even .those she seemed only to skim through without

(continued)
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HOW COMBINED GUIDANCE HELFPE D . (continued)

absorbing much. It became a special challenge for the
tutor and all staff to find links between the very few
thlngs she was 1nteréstéd in and the tyges of materlals s

and bz@aden heg ;nteregtsg

At the same time, Margaret was faced with exploring
community sites, trying out some competencies and getting
experience in dealing with people. All of this was hard
for her, because she had little self-confidence and felt no
real sense of purpose. She never seemed to know what she
wanted to do. '

Staff kept working with her, nég@tiatiﬁg special project

activities and talking with her about her preferences, her

likes and dislikes, her ideas for the future. One particular
project activity in personal/sccial development required that
she isolate a social problem and find information on it. The
only idea she ecould come up with was alcoholism because one
of her parents had for years been struggling with the problem
and had finally joined Alcoholics Anonymous. Margaret
started reading some materials on alcoholism and copying
portions of them out for reference. Staff encouraged her

to paraphrase what she read and add some of her own ideas.
They also suggested that she join Alateen, both for her own
social. gkills needs and to get in touch. with the battle her
parent was waging..

Gradually Margaret became really interested in the whole
problem of alcoholism and what it does to individuals and to
families. She started talking to other teenagers about it.
Attending Alateen meetings and being a part of a group of
young people with something in common seemed to help her
begin to come out of herself and get interested in what was
going.or 'n the world around her.

Little by little this opening up spread to her other program

activities and to her thinking about herself. She began to

lreally care what other people thaught about her and modified
her grooming and behavior aseard;ngly. Her self—c@nfldence :
improved as did her interest in the world around her. S

Q
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" APPENDIX A
tomple (CE)p Student Handbook

N, . : #

%
};.Zt:m;\ ‘g 1% a sample of the Student Handbook g;ve,ﬁ (C.'E.‘)E students
or the 1574-75 school year. We display it here solely as a sample
"of the kinds of topics an EBCE student handbook might cover. Keep
in mind tihat this sample is from the Tigard EBCE program which
served as a tast site for developing and refining EBCE concepts
‘and procedures. Because cf changes in program design since this
ticular Student Handbook was written you may find some
wenoes in wording and-procedures that are not discussed in
" hne RBCE handbooks. On the whole, these differences are
wxsmzle, 'preprepared projects' are now called
wzojrcts,' 'exploration. levels' are now called
iions,' and some of the wording in the Student

7 .:yst;—:-m display -is different from the display which
: x_hé Curr;:ulum & Iﬂstructlan handbook . .
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STUDiNT SERVICES

- ((E)g WHAT IS IT9

i (CE)z, Cammunity Experiences for
Career Education, is.an alternative
to a traditional high school
education. In this federally funded
research project we are exploring
new ways for students to learn.

Instead of learning mostly in the
classroom, as a student of (CE)2 you
will learn at job sites and in the
community. You will have the chance
to explore many different careers in
the world of work, and your Learning
Program will be centered directly
around jobs and careers of your
selection.

The most exciting thing about
(CE)2 is also the scariest, ‘Working
within the requirements of the
program (See Learning Program
sectiun pages 8-11), you, the
student, can make decisions about
what and how you want to learn.

So what is scary?- The
:espcnsibility for learning talls on

1 your shoulders. Working with your
‘ g Learning Mangger (LH) “you will

Léarning Plan.

This year you have the chance to
have your education be not merely
something that happens to you, but
something that will happen because

" of you. You will create it. You
have before you a great deal of
- freedom to make choices and
b decisions, but this also means a
Vo great deal of responsibility.

' Thus, your time at (CE) 2 will be
. one of decision-making. You will

have the exciting chance to decide

how you want to fit into the world.

You will havye the opportunity to

form a- apecific set of goals for

your life in terms of your future

education, job career, and role as a

citizen.
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o o Some Thoughts About Your Learning

Learning is the process of getting to know yourself
and the world you live in, so that you can function
better as a self-sufficient and contributing member of
society. (CE); chooses to emphasize the total
development of the student. We recognize that you
will learn best when you are working with subjects of
your choice, in a manner best suited to you.

Probably the best thing (CE)2 can do for you is
teach you how to learn, not tell you what you have to
learn. There are too many facts right now for anycne
to learn them all in a lifetime. _And the body of
knowledge is increasing rapidly. Just ten years from
now, there may be twice as many facts to know. No one
can tell you now for sure all of the things you will
have to know in the fiuture when you are out on your
own. But there are certain basic things that we know
you will need to know (how to fead write, add, get a
job, file taxes, deal with legal rights and
responsibilities, cope with other people, cope with
yourself, etc.). These basics are a part of the (CE)?2
Learniﬂg Program and are detailed in the next section.
) - The list of requirements looks long at firstc glance,

‘ o but don't let it worry you. 1If you budget your time
. you will have m; pra‘blem :Qmpleting the prngram

which ia reaily the way it should be. We are laaking
~ forward to helping you learn to assume responsibility.
' We are ready to begin any time you are.

The (CE), staff is. 'aware of the fact that we learn
best thaae things which are of hish interest to us.
Therefore, students are offered chﬁieea of what and
how they are to learn; however, such choices must be
within the basic nature of the (CE)Z program and its
intent. Choices are made through the process of

. negotiation with Learning Managers and other staff
members. In this process, information about’ your
T educatinﬂa] needs, the reality Df yuuf career,

kS

are blended ingp an_"educgtinnal agregment "

~172 ; S 201
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THE LEARNING PROGRAM (

CURRICULUM: Under the guidance of employers and other

concerned community people, (CE),

curriculum has been

designed to provide you with skills and. knowledge
necessary to help you to succeed in societ:., The:
are three main parts or compnnents in the Curriculum.
They are called Life 3kills, Basic Skills and Career

Development,

CAREER DEVELOPMENT

This component focuses
on topics, trends and
igsues that are
important to people in
the working world. The
content areas are:

BASIC SKILLS

Basic Skills arz skills
used to perform tasks,
solve problems and
learn new ideas. In
(CE) 5, we have listed
the following content

areas és_Easic Skills:

TTFE SKILLS

'Life Skills are a group

of skills we feel -
people generally need
to know to Have a more
satigfying life. We

_have grouped theseg.

skills into the
following six content
areas: ’ ’

L S

Tnformaﬁicn about
Self and the World of
Work

. General and Specific

Career 3kills

. Lifetime Career

Development

Reading ,
Communication ,
Mathematics - ' “

. Creative Development

Critical Thinking
Functional
Citizenship®™ -

‘Personal-=Social

Development
Selence

The Competencies

One of the ways you will learn in these areas is
through Projects. A Project is a package of 1earning
activities designed for you to complete on an
employer of community site that
All Projects are written in one .of the five Life

Skills areas.

'The first Project you will do
areasis called the pre-preparead

you have selected.

in each Life Skills
project. It is

"pfe—prepared" in that the actlvities ‘are alraady
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written to give you a thorough

introduction to that Life Skills area.

You still have conside.abie choice in that

you select the emplaye: or community site

on which to complete the Project, and with

your Learning Manager you negitiate the

products or outcomes of the Project and

the criteria .or level of éxpégtatiﬂn for

your péffarmgﬂga,
All other Projects that you do in the

Life Skills areas are called individual

rc 8. In thease projects you negatiate
the aativitiea, resovrces and products/
criteria with your Learning Manager. The
activity file contains some suggested
activities or may suggest others to you.

- The initial Critizal Thinking Project will
familiarize you with Project w:iting

activities.
. 1 : " Exploration Level The exploration is designed to give you a “
: ' general overview of jobs and careers. The

exploration 1s a two-way street--you see
if you like the site and the employer sees
if he or she wants you. Mismatches may -
occur sometimes, but that's okay. Other
arrangements may be worked out by
consulting with your: ERS.

Learning Level When a job you have explored is a match,
you may choose to.go there on a learning
level. During the time you spend at the
site, you will practice skills necessary
to perform the job as well as completing

related Basic Skills activities. Your
. employer instructor will lp you complete

o T ; a learning program that w ,’ reldte your
‘ , chosen career area to your Life Skills
studies. - /

Skill Building Level As you complete your requirements, you may
choose a skill building placement. Its
purpose is the development of job skills
that would "allow entry into a particular
job. )

203
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STUDENT SERVICES

Special Placement

Journals

Weekly Meeting

204

You may choose to spend time at a
particular employer site to fulfill
requirements of a Project in the Life
Skills area. This type of experience is
negotiated with the LM

You are required to keep a Journal, on
regular notebook paper, which will be
turned in to your correspondent once a
week. . Each week you will write 2 minimum
af ;wa pages that will guntain an iﬂfg:mal

idéas and anything elge you ﬁsy wish to
share. Only your correspondent will read
your Journal, and he or she will make a
written reply to you. The Journal can and
should become a most important document

_both for you ard for your correspondent,

For complete details on Jo 'fﬂais and

‘"Journal writing see the Jou nsl section of

this_nﬁtebaak-

Student Meetings are held once a week. It
is during this time that we meet together
for large and small group activities. .
Attendance 18 required at the firat and

" third meetings of each month. These

required meetings are to set aside time .
for Employer Seminars in which employers
discuss issues. relating to the Cgréer ‘

puligylénd planning. Small graup .
activities will take place during the

‘other /two weekly meetings, where you will

work A teams with a staff member. Each
team/will be responsible for deciding

_their. own meeting place and time.



Minlmum Requirements
For Graduation

Appendix A (Student Handbook)

These are the minimum requirements that
must be completed for graduation. You are

strongly encouraged to exceed these
requirements.

PROJECTS

COMPETENCIES
EMPLOYER SITE UTILIZATION

o
o,
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Adjusting to a program with a totally different approach to learning can be
fficult. With so many things to accomplish and learn, it is important that

yau plan your year in (GE)f‘ To help you with this plan and to ensure your

success in the program, thé school year is broken into eight (8) action zones.

It is important for you to take a good look at these zones and understand what
is required in ‘each one:. It is your réspansibiligy to follow through on these
- tasks and complete the activities. '

Staff will be assiszing you in planning your learning program and helping you
to plan activities and stratagies to reach your learning gcals.

Here are some important steps to remember while you are planning your learning
plan strategies and activities.

You meet with your Learning Manager to discuss your learning goals.
Plan the activities and strategies for reaching these goals,
Decide on the dates when you will finish each part of your

projects. Use your zone sheet and calendar to help you with your .

planning; _ ‘
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(CE), has more than 100 different emnloyer sites. Using
information about your career interesLs, an ERS will help you
select employer sites you are interested in explox ‘ing. He/she

will set up your placements. Once cn a Learning or Skill Building

Level sgite, you will work oz projects and career skills that you
have agrangéd with your LM and ERS.

IMPORTANT

4

At the end of =ach zone, there will be a staff review of your
progress. And you will have an important part in this process.

As information and observations atre pulled together from all the
program areas, you will work with the staff ip reviewing your own
individual progress. At that time you will alsc help the staff to
prepare a progress report tc your parents and plan strategies for
couwpleting the next zone's activities. REMEMBER: you are
required to complete all zone activities before you go into the
next zone. Your failure to do so will call for an immediate
conference and an action from the Student Acconntability System.
Should you finish all activities in one zonme, you are encouraged
to go on to the next. It is possible to complete all zone
activities before the program year is out.

You will often need learning msterials to help you with your
projects and job placements. While you are on an employer site,
request company Lrochures and other learning materials that you
may need. To find other materials, our LRS will be a big help.
The LRS Lnows about the materials in the Learning Center and what
is available in the community. He/she will let you know where
materials are, but it is your responsibility to find them.

The Learning Center materials include books, tape recorders,

audio-visual equipment, careesr materials and a teletype computer.
All Learning Center materials must be checked out.

Coming into a new program and making an adjustment can be
difficult. Everyone is sure to have some problems and necd
information and answers to questions. Guidance and counseling
will be available from all (CE), staff members, certain employers
and various community resource people. The Student Coordinator
will oversee these services.

i

Some Helpful Tips

2. Alwavs limit your smoking

1. Be sure to be available for appointments with staff members

during rogram hours.

o the proper area~-check with your
moking areas at your site.

Lila

‘W

Employer Instructor about

3. Show care for all the equipment and books ‘in the Learning
Center Make sure they are checked out before you take them.

4, You are expected to meet your Employéf a8 expectatis ns for your
dress and grooming. N
207
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Come to (CE), always _preparéd to work--make sure you have your ‘
journal, papér, pencils and any other materials you may need. '

W

6. Remewher, you need the LM and ERS approval before you change
your employer site.

7. The lounge is for everyone's use--make sure you help to keep it
clean.

i

o
~,
%
ol
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SCHOOL YEAR ACTION ZONES

Below is a chart of zone 1 with Ehe requiteﬂ tasks aﬁd who ca.. help you.

To be an active, paftitipELing member of (CE) is to realize your
potential and worth as a person while glving and receiving group
support. As you begin to build trust, openness and caring, you
will gain a better underscanding of yourself and others. Being
able to feel good about yourself and others will help you to

achleve a life of happiness, self-responsibility and personal

fulfillment.

Inability to be a "GIVER" and a "DOER” may lead to '"Not OK"
feelings and poor communication with others--and interfere with
your gfauth as a healthy and HthEEDmE persan

What Is Expected

Wha Helps

What Can Happen

Griéﬂtaﬁlan

Weekly Meerings

Empluyer Seminars

[ %]
=]
D
Q o
ERIC PR
A

=Participate in activities Studen; Coordinator

-Fromptness Student Coordinmater
=Regular weekly attendance

=Involvement

=Interaction

-Promptness Student Coordinator

=Regular monthly attendance
=Invelvement
=Interaction

=Underatand program
-Begin initial activities
-Make new acquaintances
and friends
OR ,

=Confusion
=Fall behind on
requirements

=Personal growth
=Avareness of self and
others
=Increased communication
skills

OR
=Loss of confidence in
group participation and
activities
=Loss of forming new and
deeper relationships
with staff and peers

prepafazian
-Opportunity to meet and
share ideas with Employers
and other community people
OR '
=Loss of helrful
information and suggestions
=Make=-up work
-Loss of credit :
oo
g



What is Expected

_Who Helps

What Can Happen

ore

-Initiate first meeting
with LM

~Begin first project in
Critical Thinking

-Begin first project in
Personal=Social
"Development

-Complete and turn in first
project. in Critical
ThinKing

-Evaluate project with LM

-Begin weekly journals

-Flan next zone activities

KC@

You have many perscnal choices in developing your own learnin
plan in the (CE)2 program. While exploring the problems of ¢
real world by hafidling job responsibilities, working directly
with others and making decisions, you will be putting into actien
your learning plan, thereby developing and using your skills jn
reading, writirg, listening, speaking and computing,

g
he

Failure to develop a learning plan and strategies places the
burden of responsibility on staff members to give you acrivities
e

and assignments which you may find less inter sting, boring and
unnecessary.

-Meet regularly with LM
" —Initiate and establish

learning program
activities and target
dates

-Hork on Critical Thinking
Project and Personal-
Social Development Project
~Establish appropriate
study times

=Turn in journals promptly
aud regularly

—-Regular and consistent
attendance and performance
on learning program

Learning Manager

~High level of success in
prugram
—-Credit for completed work
-Assistance in planning
learning progzram
=Assistance on projects
OR
program
=Make-up work
-Loss of credit
=Student Accountabilicy
System/Penalties

4]
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What is Expected

Who Helps

What Can Happen

Using the employer network to its fullest by actively choosing
explorations and learning levels will help you to increase your
knowledge of your own interests and abilities. You will be able
to use this informstion to understand career interests and to
make decisions. You will also have the opportunity of developing
career skills while actively using materials and resources
located on employer sites of your cholce.

It is your responsibility to use the employer network and
resources with z high degree of involvement. Your failure to do
S0 creates situations in which. you limit the possibility of
future career options, job opportunities and advancement. You
will also run the risk of losing valuable "know-how" needed ro
purgué a career Interest and the steps necessary to prepare
yourself to meet basic job requirements.

=Initiate meetings with
ERS

-Make exploration choices

=Go on explorations/
Learning Levels

=Meet with ERS to evaluate
firsc exploration '

=Turn in weekly time slips
-Complete and turn in
first exploratien package

Ire

e

D2y
\‘1

ERIC

Aruitoxt provided by Eic:

=Meet regularly with ERS
-8elect and participate
on explorations and
Learning Level
=Complete and turn in
exploration packages
~Submit weekly time slips
~Regular and consistent
attendance and
performance on job aite
~Promptly meet appointment
times with Employers

Employer Relations
Specialist

career development
=Credit for completed work
=Assistance and
information regarding
future employment
possibilities from
employers
=Variety of experiences in
career areas
OR
of success
edit
e c

]
€
e
™
i
e

-Student Accountability
System/Penalties

i
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_What is Expected  Who Helps

What Can Happen

ETE

~Initiate first meeting
with LRS

=0rientation in locatin
(CE) and community
raaaufces and material:

=0rientation to
competencies

-Begin first competency

-Establish competency
target dates

f
Lo

A

ERIC

Aruitoxt provided by Eic:

, you will find maﬁy resources and people

f onportunities for learning. You will also
develop and put to use "competencies" or "survival skills” which
will enable you to get along in sociect ty, become a responsible
citizen and assist you in waking decisions in your personal life.

ve
community your
who offer a variety o
g

By not exploring the vast material and human resources in the
community, you lose the opportunity of discovering new ideas,
values and information. You will be forced to depend on others
rather than yourself. In addition, it will be more difficult
for you to become anp independent adult.

~Proper chacking out and
handling of materials and

]

equipment
=Proper use of rescurces Lzarning Resource
=Meet regularly with LRS to Specialist

set up competencies
~Prompt attendance at
competency seminars
-Promptly meet appointment
times with competency
certifiers and tutors

1 of success in
ing up and completing
ency requirement
e in finding

and resources
=Denied uge ~f naterials
LDSS af compStency credit

-Student Accountabilicy
System/Penalties
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Below 1s a calendar for Zome 1 to help you plan a schedule for the completion
of program activities and requirements in this time block. You will need to
refer to the first zone activities ig_g;@e;ﬁtqﬁ;gmp;étgAghisfseg;igng

During Orientation you will be working with different staff members who will
assist you in setting up your learning program and give you some clues on how
to set up your calendar and establish activity target dates,

REMEMBER: All activities in the first zone must be completed and turned in
by the end of the zone in order to receive credit and start the
next zone,

'TUESDAY W’EDNES*DAﬂ* THURSDAY FRIDAY | SATURDAY

SUNDAY

L ORIENTATION WEEK
SEPTEMBER

L]
o
.
-
(W |

6f 7

R R A | M 1 -]

!:)s}‘
| N
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ZONE 1: September 3, 1974 to September 20, 1974 , .

Orientation ('learning namesc/how [ feel about Attend employer seminars
being here')
Begin journal
Initial meetings with Learning Managers -
Begin first project (Critical Thinking)
Initial meetings with Employer Relations Specialists
- Begin second project (Personal/Social Development)
Initial meetings with Learning Resource Specialist
Sign in/out appropriately
‘Make exploration choices
Regular program and job site attendance
Go on explorations/learning level
Consistent program and job site performance
‘Meet with Employer Relations Specialist to evaluate
first exploration Complete first project (Critical Thinking)

Complete and credit first exploration ~ Meet regularly with Learning Manager

Start first competency s Meet regularly with Employer Eélaticﬁs Specialist
Submit time slips , /’ Report progress to parents E

Attend mandatory weekly meetings t . Plan next zone acti‘vities

Complete first competency .

~ Keep a record of all the activities you complete. Use the chart below to
help you out. This information will come in handy as you plan each zone.

KEY
A=absent
EMPLOYER SITE _ AR

VIFLUTER 3 e e EX-exploration level
ATTENDANCE moN | TUuE WED THU FRI PR-projects
— — — - SB-skill building
SEP 2 - SEP 6 H :+ COMP-competencies
LC -learning center
attandanca
SEP 9 - SEP 13 WM- waekly meatings
P=-number possible

e ol 7 —— -V . M_number missed
SFF 15 - SEP 20 L= number late

S

LEARNING - — . —
ACTIVITIES EX | PR | COMP LC WM JOURNAL OTHER
- - plaferlale|m]|L
SEP 2 - SEP 6 - - —
 SEP9-SEP13 ’ - —
SEP 16 - SEP 20 . i - - -
ZONE TOTAL - - .
TOTAL TO DATE - - —
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PLANNING

SAMPLE WEEK |

hgré is an example of how you may organize a typical week. Use this example
o help you plan out your -activities for each of the weeks in time zone.

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

V]

B8:10 | Arrive at Learning Arrive at Learning Arrive at Learning Arrive &t Learning Arrive at Learning
Centar Center Center Center Cencer i
9:00 | Mandatory Weekly 3:40 Leave on van o B:40 Leave on van to |B:40 Leave on van to 9:00 Saall group
Heeting esployer site - employer aite - employer site - meering with ERS
explorstion of continue exploration |complete exploration i
“(ﬁE)z Clearinghouse™ | Allstate Insurance of Allscate Insurance {at Allstate Insurance Go over expleration
) Proceéss and package
10:00 | Start on Life Skills = | Explore site and vork Explore aite and work
"1 was a Teenage on Exploration Packsge | on Exploracion Package {11:40 Leave Allstate 10:15 Make corrections
Sclentist” - A Science for Learning Center in package i
Project T
' 12:00 Lunch at Learning | 10: 30 Work on Seience
12:00 | Lunch at Learaing Center project - @ake an
Center . .| appeintment at Georgis
1:00 Meet with Learning | Pacific Gypaum Lab
Manager = Hegatiace for resource
projece information
- 1:00 | Actend a Competency 2:00 Write in journsl 11:30 Fiaiah up
Seminar working on weekly journal and
N Competency Fl - the 2:25 Heet with LRS - turn in to LM
community resource i aet up competency
person will provide appointment 12:00 Lureh at
background informatioen Learning Center
and ansver questigns
about certificacion 00 Appointment with

1:
tate for EI at Allstate te
ce

2:10 Leave Allstate Leave Alls
2:15 | Wriee in jourmal for Learning Center Learning Center reify exzploration
: ; package = verify time
2:40 | Leave on (EE)Z van 2:40 Leave on van fof [Leave on van for 2:40 Leave on van slip
fur T.H.5. T.H.E. T.H.5. for T.H.5.
‘ 2:00 Leave for Learning
: Center

2:20 Arrive at Learaing
Ee: - Tutn lﬁ

R quelt for the next
veek
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Okay! You have completed the first zome and are on your way to planning your
success in the (CE)) program. Now it is time to begin the next zome. A1l

the required activities are listed below. Use your calendar and chart to
plan target dates and record informationm.

Make sure ycu attend the mandatory weekly meeting. This will be a planning
session where the staff will assist you in setting up your activities in
Zone 2.

REMEMBER: Your zone calendar must be signed by your learning manager when
it has been filled out and completed. Make sure you give your
learning manager a copy of your calendar.

SUNDAY | MONDAY TUESDAY | WEDNESDAY | THURSDAY FRIDAY

SATURDAY

=i =

WBER |
). 2 2 N 20 21 2l .

—,
—
-7
—
| ..
g
——
—
——
———"

{0 I ¢

End of Zona 2

5] L R &1 N 1 N U T

—

&_
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Appendix A (Student Handhook)

ZONE 2: ~ September 23, 1974 to October 18, 1974

Student/staff retreat . Review journal in correspondent groups

Meet regularly with Emplﬁyar Relailons Specialist Complete second project (Personal/Social Development

to Evaluate e;rpiarati@ns and choose new sites
Begin third project
Complete second Explnratmn by Oectober 4 or ,

Attend mandatory weekly meetings

begin learning level Submit weekly time sglips
Begin to choose learning levels Rgguiar pfﬂgra‘m and job site attendance
Begin second and third competencies . Cnnsistent learning prug‘ram and job site pErth‘mEnEE

Meet regularly with Learﬁing Manager

Attend employer seminars Sign in/out appropriately
éubmit weekly journal Report progress to parents
Review journal individually : Plan nex! zone activities
Complete second and third cémpe;eneies
EMPLOVYER SITE _ _ _ KEY
- ATTENDANCE MON | TUE | WED | THU | FRI A-absaent
. - : — , - H-holiday
o . EX-exploration lavel
SEP 23 - SEP 27 PR-projocts
- - — SB-skill building
) COMP- competencies
SEP 30 - OCT 4 LC -learning center
S— — — — 1= attendancs
- 7 _ - A b WM-weekly meetings
OCT7 - 0CT 1T 1 P-number possible
SN — = T— - M-number missed
OCT 14 - OCT 18 . . . * L=number late
LEARNING X | PR | comp | LC W JOURNAL OTHER
ACTIVITIES ) .
: , Py A |P|aA Mo
 SEP 23 - SEP 27 . i
SEP 30 - OCT 4
L W — S -
OCT7- OCTNM
0CT 14 - DE:% 1 | | o
ZDNE TOTAL ) - - _
TQTAL TODATE 7 - ) _
- i
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STUDENT SERVICES

HERE WE GO AGRIN:

Remember These Steps

:

4 HAVE YOUR LEARNING MANAGER SIGN THE COMPLETED CALENDAR

PARTICIPATE IN STAFF REVIEW OF YOUR PROGRESS

OCTOBER

~ SUNDAY | MONDAY

TUESDAY

T tHURSDAY

FRIDAY

'SATURDAY

11| ] | O O

NOVEMBER

I

.‘.
| ey |
| -

&

Y

End of Zone 3

[5
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.‘ _ ZONE 3: . October 21, 1974 to November 15, 1974

Participate consistently on employer sites Begin fourth project
(exploration/learning level) S
v # Submit weekly time slips
Continue to find learning levels ' ‘
Regular program attendance
Begin learning” level by November 27 _
ieet regularly with Learning Manager
Begin fourth and fifth competencies .
7 _ Meet regularly with Employer Relations Specialist
Attend mandatory weekly meetings —
' Sign in/out appropriately
Attend employer seminars
: " Report progress to parents
Submit weekly journal
Plan next zone activities
(CE)2 journal review _
o Complete fourth and fifth competencies
Complete third project

EMPLOYER SJTE - — KEY

i ATTENDANC MON | TUE | WED | THU | FRI A-absent
b - — 1 — H=holiday
EX=exploration lavel

OCT 21 -0CT 25 : PR-projects

i

—— V—— —— —— — SB=skill building
o o ‘COMP - competencies
OCT 28 - NOV 1 LC-learning center
— e - e S DEREEREETRE BEEREEEa attendance

NDK"\! 4 -NOV 8 WM- weekly meetings

P-number possible

- o ) ) M-number missed
NOV 11 - NOV 15 H _ L-number late

ii?m?s EX PR | comp | tc | wm | JOURNAL OTHER
plalelale|m| o]
 OCT21-0CT25 - B BN N
OCT28-NOV1 | ’ 7
NOV4-NOVS ) T T —
~ NOV 11 -NOV 15 ’ T
. ZONETOTAL BN T 1T T 1
P [owwoom — T T T T
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STUDENT SERVICES

If you have reached thls zone, gilve yaurself a slap on the Jback., You are now

halfway through the program year, ./

Have you found the secret to planning your Success-in ;hé program?
- - - : B
" REMEMBER THE. PLANNING STEPS: /
1 LOOK AT THE ZONE ACTIVITIES
2 ATTEND THE ZONE PLANNING MEETING . |
3 FILL OUT THE ZONE CALENDAF\ AND RECORD INFORMATION ON THE CHART

4 HAVE YOUR LEARNING’ 'MANAGER SIGN THE COMPLETED CALENDAR
5 PARTICIPATE IN STAFF REVIEW OF YOUR PROCRESS
SUNDAY | MONDAY ’rQESDAv " | WEDNESDAY | THURSDAY FRIDAY 'SAiURbéf
4 NOVEMBER | -
17 18 19 ) 23
41 R 30
DECEMBER
! R R 6l 7
o L N 1] A V1 O G 1 1,
151 16 17 I8 21

- End of Zone 4 .

3 4
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ZONE 4:

Staff to review student progress

Begin sixth and seventh competencies

Attend mandatory weekly meetings

Attend employer semina
Submit weekly journal
Complete fourth project

Begin fifth project

rs

Submit weckly time slips

EMPLOVYER SITE
ATTENDANCE

l Report progress to parents

Appendix A (Student Handbook)

November 18, 1974 to January 3, 1975

Meet regularly with Learning Manager

Meet_regularly with Employer Relations Specialist

Regular program and job' site attendance

Consistent learning program and job site performance

Sign in/out appropriately’

Plan next zone activities

Complete sixth and seventh competencies

I= |
]
| o

NOV 18 - NOV 22

NOV 25 - NOV 29 : ol o
— ) —t
DEC 2 - DEC 6 A
— +—t— _
DEC 9 - DEC 13 \ \

KEY
A-absent
H-holiday
EX-exploration level
PR-projects
SB-skill building
COMP- competencias
LC-learning centéar
attendance
-WM-weekly meetings
P-number possible

— — ~ — M-number missed
\DEC 30-JAN 3 H H H - H H N L!iil!ﬂ[ﬁéi’ late
LEARNING EX | PR | COMP IC | wm | JOURNAL | orHER

| L e lale]a LI

 NOV18-NOV22 |, o 7 1

NOV 26 -NOV29 | B ’
" DEC2-DEC6 | - i T
"DEC 9 - DEC 13 T 1T B I
" DEC 16 - DEC 20 ] N N
Z0NE TOTAL ) . IR
TOTAL TODATE | ) BE 77 L
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STUDENT SERVICES

Make sure you start the new year off right by completing your. zone

" HAPPY NEW YEAR

and turning it in to your Learning Manager.

If you can't remember the steps go back to Zone 4.

calendar

 SUNDAY

JANUARY

" MONDAY.

" TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

2 I A N 2 N (1]
20 13 M B 6] 7] 18
19 ) 2] ) 23 o 25

A

S0

End of Zone 5

31

FEBRUARY

1
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. ZONE 5: January 6,‘\ l'B?\S tt;"Januaty 31, 1975

- Begin eighth scmpetene; o Submit weekly time slips
'Attenﬂ maTdatm-y weekly ‘meetings Regular program and job site attendance
Attend employer seminars ‘ Consistent learning program and job site performance
Submlt weekly journal "\.‘ ’ . Special meetings for students having difficulties fulfilling

- o program reqmréments
Complete fifth project x
: Sign in/out appropriately
Report progress to parents
7 Regular meetmgsﬂdth Leaming Manager '
Plan next zone activities
Regular meetings with Emp]ﬁyer Relations

‘Appendix A (Student Handbook)

Specialist | Complete eighth competency
: | o
'EMPLOVYER SITE R S — _KEY
ATTENDANCE ‘MON | TUE | wep | THU | FRI A - absent
— — 1 — - . H=holiday
\ EX-exploration level
JAN 6 - JAN 1@ o PR-projects
e —— 1\7 = o 5B-skill building
COMP= competencies
JAN 13 - JAN 17 LC -learning center
— . —— - —— = attendance
JAN 20 - JAN 24 / WM-weokly meetings
i |1 B ) P-number possible
' - - M-number missed
JAN 27 - JAN 31 L=number late
LEARNING relll S ST E— — —_— S—
ACTIVITIES EX | PR | comp | LC, WM JOURNAL | \OTHER
B ) ' - P 1A ]PI|A P ‘ M|l LI
JAN 6 - JAN 10 Vo - - s
JAN 13- JAN 17
JAN ED JAN 24 A
JAN 27 - JAﬁNr 31\ -
' - | zonE roTAL B e
TQTAL TG DATE B e B 1 1 .
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STUDENT SERVICES

Are you ready to go again? Keep up the good work,

Remember the planning steps as you fill Qut‘yaur calendar.

FEBRUARY

2

" SUNDAY

MONDAY

TUESDAY

4

WEDNESDAY

5 .

THURSDAY _

6

 FRIDAY

~ SATURDAY

3

9

_11

12

13

6

by

2

2%

21|
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Appendix A (Student Handbook)

.  Z0NE 6: Fébruary 3, 1975 to March 21, 1975
) Have five exploratinns completed Meet regularly with Employer‘Relatir:ng Specialist
g Begin ninth and tenth competencies Regular pm:gram and job site attend;;nce
Attend mandatory weekly meetings , Consistent learning pmgrai&; and job site performance

‘Atténd employer seminars

\

Staff to review student progress

-Submit weekly journal Sign in/out appropriately

Complete sixth and seventh projects Report progreas to parents
Begin eighth and ninth projects " Plan next zone activities

Submit. wegkly time slips Complete ninth and tenth competenciee

- Meet regularly with Learhing Manager

EMPLOYER SITE —
ATTENDANCE | mon | vue [ wep' | Ty | emi
FEB 3-FEB7
\. i o — 7277 — e — — — — — ———— = o — —— .
’ FEB 10 - FEB 14 S
- I . ] — - — KEY
FEB 17 - FEB 21 .A=-absant
— . — - H=holiday
7 ' EX=axploration Iaval
FEB 24 - FEB 28 ' 'PR=projacts
- - = - e 5B-~skiil building
, AR COMP- competencies
MAR 3- MAR 7 LC -learning center
== — B attandance
MAR 10 - MAR 14 WM -weekly maetings
o P-number possible
- B N - M=number missed
MAR 17 - MAF 21 H H H L= number late
LEARNING COMP tc | JOURNAL | OTHER"
' P A P L
—_— — = —5 — —
FEB3-FEB7 ) 1
FEB 10 FEB 14
B FEE 17 - FEB 21 )
FEE 24 FEE 23 -
_MARY -MAR7 ] ) ~
" MAR 10 - MAR 14 - . -
ZQNE TE)TAL 7 -
JOTAL TO DATE
I) ‘ii . N
~'t ) 225




STUDENT SERVICES

Don't let up nowl
(CE.)2 program.

Keep up the,geod work. Remember the planning steps.

You'are on the last leg of completing your success in the

MARCH

23

SUNDAY

" MONDAY

- TUESDAY

WEDNESDAY

26

THURSDAY

SATURDAY

APRIL
300 3l ! 20 3] 5
6 T %Y o 1 1R
B W by W6 b I B
I R . S
N MAY

R L R R R
| I T A | e ()




Appendix A (Student Handbook)

. ZONE 7: March 24, 1975 to May 9, 1975

Progress check _ Consistent lezrning program and job sit - performance
Begin eleventh and twelfth conpetencies Regular program and job site attendance
Atterxd mandétuw weekly meetings Meet regularly with Learning M@aé&r
Attend employer seminars | Meet regularly with Employer Relations Specialist
Submit ;veekiy journal | Sign in/out appropriately !
-Eamplete eighth and ninth projects Report progess to p... ;n.ts

Begin tenth project Plan next zon activites

" 8ubmit weekly time slips Compi. : elc.cih and twelfth competencies

EMPLOVER SITE —_— o
ATTENDANCE MON | TUE | weD | THU | FRI

MAR 24 - MAR 28

MAR 31 - APR4 .. , )

T | ' 1 KEY
. APR7 - APR11 1 A-absent
_ - _ — i — _— . H-holiday

APRi‘IQ APR 187 . EX-axploration level
e , s S — | sB-skill buitding

s I ' COMP- compatencies
APR 21 - APR 25 LC-learning center

e - - attendance
APR 78 - MAY 2 . _ WM=wsekly meetings
) P-number poasibla

: ~ ) i ' M =number missed
MAY 5 - MAY S : : L-number Iste

LEARNING e —  ——
ACTIVITIES ex | PR | comp LC WM JOURNAL OTHER

PIlALP|ALP M| LI
MAR 24 - MAR 28 N I i —
_ MAR31-APR4 | | ,, S N I
APR7-APRTT | |- LT |
" APR 14 - APR 18 | R 1 ]
—s e T —
APR 28 - MAY 2 IR 7 _
MAYs-mavys [ | [ T 1 1 1 i
' ZONETOTAL | - N
TOTAL Y0 DATE B - IR N

o ! , p ; _ : 227
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STUDENT SERVICES

Hang in there, baby!

You have four weeks to go.

SUNDAY | MONDAY TUESDAY | WEDNESDAY | THURSDAY | FRIDAY SArjﬁFii:_sAv
MAY

N R ) R R 1 R I ¥

) 2] 27 23 24

Memorial Day

al o vl wl

5 ) 3 ) ' fl

S T2 ) 3 L
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B

ZONE 8: May 12, 1975 to June 6, 1975
' Begin thirteenth eampefency V Regularprngram and job site attendance
Attend msﬁdamzy weekly meetings 1 Meet regularly with Laar:iing Manager
Attend emplaoyer seminars - Meet regularly with Employer Relations Specialist
Submit weekly journal ' Sign in/out appmi;riately
Complete tenth projeet by May 23, 1975 Report progreas to par’ents‘ 7-
Cgﬁnplete program requirementz Complete thirteenth competency
Submit weekly time ali_;_u,s _ ",:Gra"duat:ian

Consistent learning program and job site
. performance :

EMPLOVYER SITE _ o - KEY
ATTENDANCE MON | TUE | WED | THU | FRI A -absent
. - ——e v H=-holiday

EX-exploration leval

'MAY 12 - MAY 16 PR-projocs

- - - — - - : $8-skill building
. L.* MAY 19 - MAY 23 ' 1 '| COMP-competencies

LC=learning canter
e - - M ma _ attendance
iIAY 26 - MAY 30 M. "§ WM-waekly maetings
me e 7 7 , ) _ P=number possible
T i M-_number missed

JUN2Z - JUNG6

L=-number late

B . ,,\

5:?3:?1%5 Ex | R | comp LC WM JOURNAL OTHER
" i e 1P A P A P M L

" MAY 12 -MAY 16 B - -+~ — N
“MAY 19 - MAY 23 N - —t— e
TMAY 26 + MAY 30 — — - - —
JUNZ-JUNG - - — o
ZONE TOTAL ] — o A N
JotALTODATE | . | | T T —

The momernt has arrived. You have successfully cgmpléted the program
requirements. ' *

Now you put into practicz all the skills and information you have learned
' this year in (CE),. Where do you go from here?

| , ' 229
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STUDENT SERVICES

At (CE)., Emphasis is placed on providing opportunities fo
make effeftive decisions, resolve everyday problems and manage s
opportunities are intendéﬁ to provide an educational pfagramrrelevaﬁt :
needs of each individual student. However, many other people are partners in
this endeavor and their needs must also be met. )

Through the Accountability System, students are made aware of and held
accountable for their responsibilities to the program and to their individual
growth. Sometimes, student behaviors may interfere with the accomplishment
of learning. In such instances, the Student Accountability System is
implemented to sclve the jroblem.

The following is a breakdown of the Student Accountability System:

What is Who Gets What
Expected Involved Haoppens

=Obeying the law while Parent When there is evidenve
in program that a student is doing

-Appropriate conduct Employer Instructor ivss than satisfactorily
| -while representing . in any of these areas,
*, : (CE) ., Employer Relations a conference will take

A -High“level of Specialist place with the student
N\ cooperation with to clarify concerns. It

N employers/staif/students Learning Resource is during this meeting
) -Being educationally Specialist that approprlate natural
\\\ productive - . gﬂnggqﬁéﬁgés must bz put

5\ =Establishing zone Learning Manager in writing.
planning strategles If improvement has not
and goals Student Coordinater occurred aftrer an
~Initiating/complecing/ established period of

submitting projects Project Directoer time, a conference with
-Selecting explorations/ parents/staff/students
learning level will be held to reach
-Establishing competency new agreements.

' target dates Fallure to fulfill
-Maintaining employer penalties and to lmprove
glte in meeting
=Turning in completed responsibilities calls
exploration packages for an immedlate
=Turning in time slips conference Involving

student/staff/parent and

on time
-Signing in/out Project Director.
appropriacely
-Keeping aprointments Types of penaltfes:
~Following
trangjortation ~Make up work
agreements -Loss of lounge
=-Showing care for privilege
facility and equipment ~Monitoiing system
=Submitting journals -Contracts
=Establishing reasonable -Repay inconvenience
lunch hours time
~Negotiating daily -Loss of time credit
reporting and ending -Loss of prouject
times credit
—Negntiatl vac ?ELD“ -Loss of explaration
f :j 1 N -loss of employer site
! -t -Probationary period
-Suspenslon
-Dismissal from
program
Q 230
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TRANSPORTATION SYSTEM

Sarvice

Student bicycle

el

ri

Met Bus

lowlng procedures are in effect for the conduct o¢f the transportation
for (CE),.

The (CE) transportation service is intended to
amployer and community sites. This service demands
efficiency and group potential, and is not intended
to be an individual taxi service.

Transportation to and from the home may be provided

by:

a. student bicycle

b. riding the Tigard School District bus system to
the high school for pickup by the (CE)2 van. The
van will return students to the high school at
3:00 p.m. daily; a school bus can be used for
transportation home. Later in the dzv the van
will return ‘to the high school where :cudents may
catch a Tigard High School activity bus.

c. riding with a friend

d. private automobile

Transportation to and from employer and community

3ites may be provided by:

a. student bicycle

. Tri-Met bus

(CE) 2 van

private automobile

riding with a friend

=g

m C oy

The mode of transportation mvst be approved by the
student's parents. At no time is hitch-hiking
allowed while a student is participating in the (CE)2
program. .

You may use your bicyecle to commute between the
Learning Center, your home and employer sites. Much
faster than walking, it is an enjoyable, healthful,
nonpolluting way to get around. You may want to use
your bicycle riding to complete the Physical Health
Competency.

(CE) p will purchase and provide for each student a
Tri-Met student pass. Tri-Met student tickets will
be available for those who-wish to use the bus
system. Tickets may be obtained from the
receptionist.

231
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STUDENT SERVICES

(CE), Van Scheduling: You are required to schedule 0
- transportation needs one day in advence. Monday ,

transportation must be scheduled before the end of

the day Friday. Transportation requests, except in

dire emergency, will not be. accepted by telephone.

In some cases, bacause of scheduling, you will have

to wait for the van's arrival at employer sites.

Study, reading, Project and other (CE); work can and

should be done during this waiting period.

Student RESEQBElblllEY Students are to submit to 4
the authority and direction of the van driver while

using the transportation service. Students are ito be
considerate of the driver and other passcngers in the

van and exhibit acceptable conduct in the public view.
Gestures and disrespect to other motorists or .
pedeatrians are unacceptatle. The problem of smoking

in the van will be determined by .Tudent decision and

will be gnfDTEEd acﬁafdinglyi A;; passengers are

conditl on ﬂf the VEhngE

Private Auto It is possible on prior approval of the LM and ERS to
rive your private auto and to be reimbursed for
;fggﬁiléage to and from employer sites. Students will be

reimbursed for driving to employer sites cn the O
recommendation of their Employer Relat”. & Spacialist.
No reimbursement will be made when it is obvious that
other forms of transportation cculd have been used
(1riFMet, (CE)g van, or carpooling with another
studént) When it is deemed necessary for a student
to drive his or her own car, the reimbursement rate
will be 8¢ per mile. If the student transports two
or more other students, the reimbursement rate will
be 13¢ per mile. Students will not be reimbursed for
mileage from home to the Learning Center and return.

~ dn 4 /
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Appendix A (Student Handbook)

program, you will find that it
will be necessary to fill out various forms. These forms
help to tell us where you are, what you are doing and what
you need.

It is your responsibility to fill these forms out correctly
and turn them in on time. Nobody else will do it for you.
Copies of the forms and ‘the necessary steps to fill them
out correctly have been included in this section for you,
Read each one carefully. '

Use this information in your handbook when you have to £ill
out a particular form and can't remember how to do it.

These forms are an important part of your program. Remember
to use them and use them correctly. -

A0 233
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STUDENT SERVICES

What it is Where
Sign In/Out Sheet

This must be filled out every Located in
day. The Student Learning Resaurze
Accountability System will be Center

used when you do not properly
use this form.

Weékly Tlme Slip
This form tells ue where you Located by Phyl's
have spent your time during desk

the week. The time slip must
be verified by your Employef

Frlday afternoon.

See your ERS 1if you need to maka
other arrangements., - e

Who P

Staff will check

the sign : and
out book every
day
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Whatitis - Where Who

] _ =p L ) . _ )
Student Transportation Request Form
When you plan to use the (CE), Located by the Transportation
van, you must fill out g _ sign in/out bock Coordinator
transportation request form.
It is important that you plan
your schedule out far enough
in advance so the
Transportation Coordinator ;
has a chance to fit you in T
the schedule. |l

T Wy

o o

The request must be made a day
in advance and all requests
for the following week must be
in by Friday afternoon.

g O

[ LT
[T

AT
[

R J— P

e W
1, i

REMEMBER: no request form—--no
ride in the van.

TN e AT O AR
Mot
—

[
[ —
P, oA 0 o

[

(O
e
D EE TR

Student Transpcitation Reimbursement Request Form

Use this form to collect gas’ Located by Phyl's Staff .
money when you use your car desk
Lo go out on explorations or Turn in to Phyl

Make sure you check with your
ER5 and LM before using your
car. X\a

Read the Transportation
Statement in the Handbook so
you are aware of hoWw much you
may collect and why.

(453 P
i

-
)/
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STUDENT SERVICES

What it is | Where

Claim fair Reimbursement

Sometimes you will ncad books Y.u will need to
or special materials when 3ou ask Jewel for this
are working on projecrs or form

other learning activities.

(CE)7 wiil help get these for

you. Make sure you iet your

LM or ERS know.

236
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® Commonly Asked Questions

How Are Students The students 1ill elect a returning
Represented on the student to act as a representative
- Board of Directors? at the beginning of the school year.

This student will represent their
views to the Boarcd and will also
share Board actions with other (CE)3
students. At mid-year, a second
election will be held so - new ..
student may be elected t. serve on
the Board.

Do I Receive (rades? No. You will be evaluated according

to the progress you make in carrying
out your learning plan and you will
be continually meeting with staff
and employers to-evaluate growth.
Parent conferences as well as many
progress reports will be used to
inform your parents about your
learning prcgress in the prcgram

What Are Program Hours? The Learning Center is open from
8:30 a.m. to 5:00 p.m. Remember
. that vou must be available to the
program for appointments and
learning for at least six hours a
day (2)%-3 hours of this is spent on.
emplayer sites).

Do I Get Paid While Jobs with ern ployérs where students
on My Employer Site? re currently placed or have had a

a U
Learning LE el placement must be
{=]

performed before 8:30 a.m. or after
5:00 p.m. weekdays, or on wegkends
and vacations. In no case are
work-for-pay hours on (CE); employer
sites to coincide with program
hours.

Students may hoid part time jobs
during the day as long as the hourly
requirements of the (CE); program
are met. Such employment may be
by employers participating in the
(CE)7 program.

‘)" )
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STUDENT SERVICES

Will (CE), Prepare Me for Preparation for college as well as a career .
College? depends on your seriousness, but there 1s every
reason to believe that (CE); can be an important
experience in the process of preparing for
.college. (ﬁz) will make available to you all
of the expe:ted services as well as necessary
records for callega applicatlon.

How Do I Know if (CE); is Emergeacy school closure generally corresponds
Closed Down Because of Bad to Tigard School District Policy. Announcements
Weather Or Something Else? of Tigard School closure will be on the
A following radio stations: KUIK, KISN, KGW, KEX,
KDIH. KWJJ.

May I Attend Some Tigard Yes. Check with your LM if you decida you
High School or College would like to inc lud these classes in your
Classes and Still Be in learning program. N

\CE)z?

May I Eat Lunch at Tigsfd Yes. But remember that any time you are at
High School? ( Tigard High School you mus% follow all Tigard

High School rules.

May I Smoke Wnile in (CE)2? Smoking is strongly discouraged. However, it is
permittad in the launge of the Léarning Center.

in Yesi Check with your LM 1if you need assistancé.

) o
=
\
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GLOSSARY

activity file--a file, by topic and life skill area, of potential activities

for prcjéétsfdésigﬁédfaa an idea bank to help you in project writing and
negotiation . .

Applied Basic Skills--the Reading, Communication and Math Skills used in the

perfnrmanze of tasks, the solution of prablems and the learning of concepts

assessment--a measure of growtl.

Basic Skills—eReading, Communication and Math Sk i1lls used to perform tasks,
solve problems and learn new ideas :

budggting time—=plax ming your daily schedule so that there 1s enough time to

do all that needs to be done

Career Development--the component of the (C

of the world of work

[52]

)2 program dealing wicn aspects.

certificaticvi--when a community resource pe or fCE)2 staff member
declates thar the student has successfu lgy pléted part of a Competency

: ggszzaaCamﬁuﬂity Experiences for Career Education, pronounced "cee eee two"

€IS--Career Infarmatian System—§aﬁ activity which helps you determine career
interest by using the computer terminal

CHI—=Career Maturity Invent@ry-ﬁa test which asgesses people's feelings,

Community Resource File--a 1i ing of places and people in the community who
can help you with your Learning Plan

;Campetencies—=sufvival skills which employers and other adults in the Tigard

community feel a pgrson must have in order to get along in society.
Completi@n af each parc af a CﬁmPEEEDEY is certitied by a ammuﬂity member,

temalning six during the Sacsnd year af involvemenﬁ. Yau negd tg get a gapy
of "The Competencies" which defines each individual Competency.

correspondent--a member of the (CE), staff who regularly reads and responds

in writing to your journal

fd

criteria--the standards by which we judge or measure something

EIBS;i—EEPEEhEﬁEiVE Test of Basic Skills--tests student abi ilicy iﬁ Reading,

H

L

curriculum--the things that you learn and the way that you learn them
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STUDENT SERVICES
EBCE--Employer-Based Career Education--an idea for education which suggests .
that people learn best by participating in a variety of experilences in a -

community. (GE)2 is an experiment to test this idea.

éﬁplpgabilizy-—having skills that can get you a job

Journal--an informal, written record of personal experiences and feelings,
activities and ideas that you wish to. share with your correspondent.

Journals are turned in once a vzek and are confidential.

Learning Plan--the prcposed activities and events which you negotiate with
the LM. The plan includes learning in Life Skills, Basic Skills and Career
Development. :

Life Skills--a curriculum component which includes the following content

areas: (1) Critical Thinking, (2) Functional Citizenship, (3) Personal-Social
Development, (4) Science, (5) Creative Development Skills and (6) Competencies.
- (CE), students develop learning programs from these content areas. The plans
are nearly always called Projects and take place on employer sites.

LL--lounge lizard--gstudents who spend so much time in the lounge that. they
turn green and grow scales '

LRS--Learning Resource Spécialisté—a staff member who sccures learning

materials

LSAF--Learning Site Analysis Form--a form used to find out what an Employer
Instruictor does on the job and the Basic Skills the job requires. The
information is used to develop the Learning Program. :

LTB--lunch time break

MAL--Media-Assisted Learning--use of instructional programs for learning.

Examples include use of the computer terminal at the Learning Center for
career exploration activity and subject matter Instruction, and video and
audio tape equipment for specialized activities.

Master Student Record Book--where students' records are filed

MCS--Motivation for Career Success--a prograam using tape cassettes, workbooks
and group discussion to help you make decisions and choices

-negotiate--work out an agreement or bargain with someone by meetings or :

compromises , ’

NWREL--Northwest Regional Educational Laboratory--an organization located in

Portland which does research and development in the field of education.

NWREL is responsible for the development and publication of the results of

what is learned about career education at (CE)T I
O
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Appendix A (Student Handbook)

OBE—-Oregon Board of Education--the State Board responsible for secondary
o education in Oregon which has designated (GE)2 as a pilot and experimental
program In career education -

OEK--Occupational Exploration Kit--an activity which helps you match
interests with career choices: a good thing to use when making exploration
site choilces v

will do in each of the Life Skills. They will introduce you to the Life
Skills while allowing you to select the employer and/or comr.nity .ites and
negotiate thz products and criteria. :

Pre-Prepared Projects--the pre-prepared projects are the first projects you

roduct--the materials which result from the ?fgjécté

program year action zone--a specific segment of the program year designed as
an aid to the scheduling and completion of your learning activities. Program
year action zones also provide a regular checkpoint for evaluating your
progress in the (GE)2 program,

Skill Development Sheet--a form which you will fill out with your Employer
Instructor and Employer Relations Specialist. It is used to identify and
evaluate job-related skills that you wil} need to learn.

"r’mj‘
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APPENDIX B

(CE), Student Orienta’ion Week 1973-74

This appendix describes (CE) 5 orientation week activities for

the 1973-74 program year. Activities for 1974-75 are covered

in Appendix C. A more general description of student orientation
at (CE), is included in "Program Entry/Exit," pages 27-34.
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STUDENT ORIENTATION

Opening Session

Orientation Workshops

Employer/Community Sites
Learning Plan

Support Systems

Journals and Budgeting Time

OPENING SESSION

For the first phase of orientation, all (CE). stude ents=-new juniors,
new seniors and returning seniors--gatherad with Program staff in
the large open area of the learning center. As they seated
themselves in chairs arranged in a loose semicircle facing the
staff--who were standing or sitting informally--students chatted
among themselves and renewed acquaintances from their former high
school. To continue this interaction into the session and to touch
cn themes of careers, the program administrator expla:ned a
"greeting game” for students and staff: each student was to
circulate among the group and ask questions of others to identify
the occupatior. depicted in the picture taped on hig or her back.
By the time students had guessed that they were astronauts or

- construction engineers, they had moved about and chatted with

most of the staff and Dther students.

After reassembling the group and welcoming tham to their "new"
program, the program administrator explained simply that their
roles would unfold as they interacted with other students through

‘orientation. The program administrator and members of the ctaff

then handed out to each student--who stepped forward to meet them
as his or her name was called--a three- -ring binder as the first
aid in organizing the materials each student acquires gradually
during orientation. The program administrator explained that as
students added various pieces to their binders they would be
collecting their own record of orientation that they could use

to reorient themselves periodically as they needed it. Their
binders would, at the end of orientation, contain a complete
description of the program, to which they could refer as often

as they needed thereafter, and to which they could add things they
wanted to save.
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STUDENT SERVICES

Before initiating the ant: s ties that would familiarize students .
ith 3 ] wisuhd be learning, the program administrator N

«2):. 1is a. exporimental program. It was

kind of an alternative to high school

is useful, whether it will nicvide students with an education they

can use. He pointed outthat as the students learn, they also will

b2 helping those conducting the experiment learn more about how the

program aciuaily works and how it could be improved.

Tiiere are certain requirements necessary to the integrity of any
program, especially an experimental program of this kind. One of
these 1s the netion of student accountability tc themselves and

to others. (CE), students move back and forth into the community,
functioning as adults as they work alongside adults, and are
responsible for themselvss, for their behavior and for their
learning. The various types of responsibilities--some of which are
negotiable depending on the individual and some of which are
absoclutely necessary for everyone--are explained in the Student
Handbook included in each student's binder (see Appendix A).

One of the students' first practical responsibilities is to ar-ange
for transportation to learning sites. After parents approve the
tvpes of transportation each student may use, weekly transportation
needs are scheduled in writing with the van driver.

The program administrator went on to describe how the students .
would progress through orientation activities during the next

three days. To acquaint them with the several "parts" of the

program, the students would be divided into four smaller groups,

each of which would work with staff membersz in workshops. 'Then

the groups would rotate so that each student would eventually

attend all four workshops: Learning Plan, Employer/Community

Sites, Support fystems, Journals and Budgeting Time.

CRIENTATION WORKSHOPS

Employer/Community Sites

one of the two employer relations specialists conducting the
workshop began by explaining that the "employer instructor"” is

the central figure in (CE),;. Employer instructors are crucial

to the EBCE belief that students can learn things of interest to
them while "working" with adults doing many different things in

the community. Students are responsible to the employer instructor
onsite in the same way they would be responsible if they had a
paying job at that place of business. Everything students do there,
from the way they dress to the way they wear their hair, is within
the employer instructor's realm of jurisdictian. Students are

T
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)

expected to abide by the rules set féf'empiayées at the site. 1If
a student feels unable to adapt to rules at one site, he or she
can change sites

handout so hhey cauld crlthue the EmngYEgnlnStruCtDI =] PérfarmanQE“f”””'”

at the appropriate time.

]

The ERS explalned to the group that the chronology of what they

‘would dizcuss during the workshop matched as clesely as possible.

the sequence of experiences students would have as they explored

i

Students fiist l@gkéﬂ over the Exploration Package they would use
to gather information about the three- to five-day career " _
cyplorations they would make in the first few weeks of the program
year. Each studeni visits at least five different employer sites
on introductory explorations to get a general idea ' of what those
occupations are like. The Exploration ickage helps students

learn how to investigate the sites and how to conduct interviews,
take photographs and record impressions.

After completing severzl career explorations, each student chooses
one site to visit for a longer learning level. When a learning
level is requested, the ERS meets with the appropriate persons at
the site and conducts a learning site anlysis of activities
performed there. On the basis of this analysis, the learning
manacer writes learning objectives applicable to that site and a
specific project of things to be learned by the student at that
site. The ERS reminded the group that they would find out more
about projects in the learnlng Plan workshop they would be

. attend;ng later.

At the end of 'a learning level, the student evaluates the site and
employer instructor by completing the Student Evaluation of Learning
Site form. Completing this form and having a final interview with
the employer instructor to aiscuss his or her evaluation of-the
student's performance--entered on the Student Performance Review
form--helps the student critique site experiences and learn by
evaluat;ng them. It also helgs thg ERS 1dent1fy pass;ble ways the

. The ERS passed around a list of amployers paztlclgatlng in the

program to give students some ideas of businesses they might -like

to'visit for their first few career explorations. Those employers

were already prepargd to receive students. ' Some had students at

their Sites the preyious year, but for some this group of 'students
\

‘\
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STUDENT SERVICES

if they were interested in a type of business not on this st so
that an appropriate new site could be recruited.
ey

As the program administrator mentioned in the discussion regarding
student accountability, students are responsible. for certain things
i as they visit employer sites. The Student Handbaak lists those

responsibilities, including keeping appointments with employer

instructors.. The ERS read through those responsiblities with the

. students to illustrate how they all fit together. The Weekly Time

- Report, which students complete each week and employer instructors
sign, is similar to the time card students might have to punch or
turn in if they were emplayees. Timé spent on employer sites is
recorded as if students were' working and getting paid, only in
this case they "work" for (CE)3 and receive program credit. The °
time report is a way of making students accountable to the program;
it is similar to the ways adults/amglcyees are held accauﬂtable on

their jobs.

would be the first. Students were encouraged to let the ERS know
1i

“\

Before the seminar adjourned, the ERS descrlbed the pra;edgze for
the visits to employer sites all students would make during the
latter part of orientation. ;

'
i

Learning'PTan, kg_,gfgg

T™wO learﬁ;ng managers lead;ng the workshop began by ask;ng students,
"What is cooperation?" fter a few minutes of discussion and
saveral suggestions from students, the consensus seemed to be
"working together to get things done." To illustrate how
individuals can work together to get things done, the/iMs and
students played a game requiring nonverbal trading af pieces of

a puzzle until each player had a :Bmplété set that he or she could
assemble. When each student had ccmpleted the pugsle, the LMs drew
a parallel between what they had just done and a basic Erlnclplé

of the (CE), program: everyone's cooperation is necessary in
getting ‘the J@b"sslearnlng-—dane_ Unlike this little game ,
however, in (CE); students can and should talk ta7athez people,

ask questions and request help at any time. "We want you to let

us know what you need so we can work together to get things done."

To show students how they can learn about things that interest
them while doing work for program credit, one of the LMs tacked up
a sheet of butcher paper on which to make a list of topics students
would like to investigate. He asked the group, "If you could study
anyth1ng==any occupation, any interest or hobby--what would you
choose?" As students made suggestions, the learning manager wrote
them on the list, occasionally adding suggestions of his own.

Then he put up anather Shéet with "Lifé Skills“ written at the

l 248 _ 1 ; ‘x\
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-topic for a project written in a Life Skills area. He explained

that Life Skills are one of the three major components of the
currlrulum and that stuﬂents wsuld be requl:ed to aa two

The other learning manager then took over to introduce the second
curriculum component, Basic Skills. She explained that these
skills are mathematics, reading and communicatien. The concepts
are much broader than the textbook mathematics and the kinds of
reading students might think of. Mathematics includes any type of
mathematics at all, from learning to put decimals in the right

Place to doing algebra. (CE)5's interpretation of reading as a

skill is also much broader. It includes any type of reading used
to 1éarn to do a job or pursue a personal interest. Communication
is any way ideas are transferred to other people. Students were
told they would all have Basic Skills Programs geared to what they
already knew and what they wanted to learn. "You might not be
studying the same th;ﬁgs as. your friend, but ycu will both be
studying things you're interested in and want to know. So again,
we depend on you to let us kncw what you need and what you feel you
would like to learn.”

Students discovered that they would learn the basie components

of the curriculum--Basic Skills, Life S5kills and Career Development
(to be discussed in another workshop)~-by doing projects. Students
found that, because EBCE is individualized, they would not all be
told as a group to start something and do it .a certain way. Much
of the responsibility for getting things going rests with the
1ndlv1dual. . » ‘

In answer to a gquestion, the LMs reassiired the group that they
cannot "flunk" a project. If the project is not complete enough

to satisfy the studant's learning manager, the student can work on
it further to make it acceptable to both the student and the LM.
Some aspects of the project can be renegotiated if they prove too

" time consuming or if the student's interests change. Each student

works on more than one pr@jegt at a time, so there is never time
ta get bored.

To let the students get some ideas of topics for 'their first
project, the LMs took some time to let each student complete a
project scoping sheet. Both LMs circulated among the students,
helping them get their ideas down on paper. Before leaving this
workshop, each student was asked to sign up for a conference the

falléw;ng week with one of the LMs to begin work on a first project.

Support Systems

This workshop was conducted by the learning resource specialist
and the student coordinator. PRather than working in one large

fxa
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group, pairs of students visited "stations" dealing with specific ’

topics.
material
on their

1.

Journals

To begin
schedule

day of the school year, five days a week.

250

At each station, activities were designed to present ;’
staff considered important to start students efficiently

learning programs. f;

CDmEeténc1es- At thisifggz;on, students viewed an

Guidance:

amusing videotape in which most staff members had.
bit parts. The tape illustrated that the
competencies incorporated a volume of material
and might seem EOnfusiﬂg at first, hut that théy

wauld need to gat alang in the warla as adults
and cltlzens,

ree :  Three stations instructed
students on using materials available to, them .
at the learning center. Students Phy51cally N
"walked through" check-out requirements and pr per -7
use of cameras, tape recorders and written--—" = - - N
materials, doing for this trial run exactly what
they would do "for real" later.

Resource Materials:

An overhead projector presentation was
d231gned so that students could view it without
assistance, in private. Using a fable about a
pPhysical education program in which several

animals excelled, failed or were frustrated
according to their ability to achieve the
standardized goals of the program, the point was : 5
made that (CE); is individualized to et individual
participants excel and still be themselves.
Students indicated ways in which they knew
themselves and left those indications for the
student coordinator to bring to their first N
interview. .

Evaluation: At this station, students met with

the student coordinator and read through several
handouts regarding communication, facing the future
and learning tc learn. These materials helped the
SC show students that each individual could grow

in the program, could influence what happened to
him or her now and in the future, and could learn
how to keep progressing long after leaving (CE) 5.

and Budgeting Time
the discussion on journals, a staff menmber explained that

sheets in the students' binders would be kept for each
Each student lists
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- i
. where he or she is at all times during the day, both in the
N : .. community and at the legrning center. This information is used
'im"nét only to “"keep track" of student activities so students can
T ' write about then later, but also to provide program staff with
data regarding time spent on employer sites as opposed to the
learning center. \

On the reverse side of the daily schedule pages is space for the
student to write about experiences. This is to be done three
days each week and is not intended to be a repeat of what was
written on the daily schedule sheets, §imply put into sentence
form. Rather, as per the instructions in the journal handout,
students should write about their reactions to what is happening
to them: "Write how you feel about your experiences and employer
sites, your relationships with staff members, people in the
community and other students. This is a communication between
you and the learning manager. It is not intended to be a
confessional, but is intended to let you talk frankly with the
LM about anything you choose."

The LM is not interested in correcting spelling or checklng
punctuation, but rather in helping students cbserve and think
about what is going on around them, so they can learn from their
éxperienzes. The LM writes cémmEﬁts on thé journal Eaggs handed

. twa or thrée days.

In answer to a student question regarding what types of things they
might talk 'about in the journal, a staff member .read through with
them the relewant pd@ég af the joa:nal gulde, éxplalnlng that

ways ta get stuﬂents ta th;nk about themsélves and what they
are 601ng.

The program administrator then 1ntr@duced the important topic of
budgeting time. At (CE); students function more like members of
the business world than like students in a high school. 'They are
expected to be responsible for their own time, to make good use
of it and to account to others for it.

To make good use of their time, they may need to learn to “budget"
it. The flrst step in budgeting/appropriating time ‘is learning

to set prlgrltles. Distributing a handout on an imaginary

worker, the program administrator asked students to decide what
‘the worker should do to solve conflicting demands on his time.
Student suggestions were written on a large noteboard. Then each
student was asked what he or she was really doing by taking that
course of action. Was the student not indicating what was most
important to him or her (work, money, security and so forth)? That
type of decision must be made to determine the wost efficient and

ERIC
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i
satisfactory way to handle a crisis situation like the worker's:
"You have to decide what things are important to you and then i
set priorities in terms of time." These decisions should not be
made in terms of what can be put off as long as possible, hoping:
to get out of it altogether, but rather in terms of what can be
done just as effectively tomorrow as today.

Students need to realize that they have more flexibility in
renegotiating time and commitments with staff members than' they
do with people outside the program. Commitments and =ppointments
made with employer instructors and others should be honored if at
all possible.

Students are responsible to employer instructors and staff members
and should be considerate of their time. If an appointment can't
be met, let the person know as far in'advance as possible. If
there are conflicting demands on the student's time, obligations
to the employer instructor should be met first, other outside
agencies second and staff memberg last.

The program administrator then outlined requirements for program

completion and posed several questions to students: Which of the

requirements are chronological tasks among which an order of

priority is either necessary or implied? Which are concurrent

tasks? After determining which tasks depend on others, thereby :
necessitating that some be done before others, and which could be .

going on a% the same time, students were instructed to try to
decide how long it might take to do each.

Students were encouraged to set up a time schedule--for example, 7
a timeline calendar--to show how they would schedule all the .
requirements to finish on time. The program administrator added,

"You can't start them-all at the same time and finish them all \
at the same time, so arrange your timeline calendar accordingly,

and allow yourself some 'buffer' time, preferably at the end, to
accommodate unexpected delays or problems that may throw you

slightly off schedule. Use the monthly calendar pages to plan your
time and schedule projects, competencies and so forth on a weekly
basis and on a long=term basis."

V28
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APPENDIX C

/ (CE)E Student Orientation Week 1974-75

This appéindzx describes (CE) 2 student orientation act;vitles for
program year 1974-75. Activities during the 1973-74 orientation
week are jﬁetailed in Appendix B. "Program Entry/Exit," pages
27-34, tj’ffe:s a more general descrlpt.l@n of student orientation
at. (CE)?-
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STUDENT ORIENTATION 1974-75

New Program Features

Student Accountability System

Critieal Thinking Project

Explorations at Employer/Community Sites
Summary

General Sessions

Overview of EBCE

Group Cooperation Game
Student Handbook

Budgeting Time :
Student Accountability System

Learning Plan

Student Journals

Cémpetencles and Resaurces
Explorations and Site Utilization

Emp1ayar/Commuhit§ Site Visits

NEW PROGRAM FEATURES

A number of program chany.us had béen made by the time planning was
begun sr 1974-75 orientation activities. Staff had learned
through Expﬁrléﬂﬂé which parts of the program would be most
canfu51n§ to entering students.’ In adglt;an, materials had been
developed“(most notably the Student Handbook) that could be used
to support orientation information and to give studentsz an
organized overview of the program. '

Student Accoqptab%f%ty System. . .

One ﬁ:utstanéing problem pointed up the previous program year was

students' inability to schedule time effectively to compiete

program requirements before deadlines. To mezet this problem,
24
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staff had refined a student accountability syntem designed to help
students plan their schedules, keep track of assignments and
appointments and meet deadlines. However, the system of zones

and the large quantity of assignments and requirements were not
easy for students to assimilate. Consequently, one session was
earmarked for an explanation of the student accountability system.

Critical Thinking Proiact

To back up the program's emphasis on building students' critical
thinking skills, staff planners decided to introduce students to
their first project as soon as possible. This project, the
predesigned project on critical thinking, was designed to mesh
with the new things students would be learning about the program

during orientation.
the project was to

In fact, the learning manager's rationale for
enable students "to understand the process of

cr;t;cal analy515 by becoming familiar with the content af the
program." -Activities asked students to

1. thoroughly familiarize themselves with the internal
workings of the program, including its staff, its

resources

and its relationship to the community

and to other institutions ‘ .

,understand more about the research process by

becoming familiar with existing research on the

program

gr@gram

4. write their own learning project considering
information about program cohtent and project

structure

The first eritical
opportunity to use
from workshops and

gained during orientation

thinking project,”‘then, gave students an 7
immediately the information they were gleaning
other activities during orientation week.

'Explorations at Emp10yer/60mmunity Sites

Another ‘addition to the orientation program was a decision to
schedule all students for their first visits to employer/community
sites. This required a great deal of planning. During the
summer, students were asked to indicate three choices among

sites available for an early visitation. The employer relations
specialist théﬁ'sghééuléd explorations toward the end of

orientation week.

/ YR
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. - . . As a re':ult. orientation week planners decided to divide the
I students into four groups (fifteen students each) and part-way
through orientation start some of those groups thraugh an early
. warksh@p about the career Exploratléﬂ experience. In this way,
- students would finish that workshop before beginning their
explorations af individual empicyer/cammugity sites. :

The 1974-75 orien.ation week program attempted to reflect
developmental plannlng accomplished the previous year, to
organize the program better and to capitalize on the experiences
of the staff in ant;clpatlﬂg student concerns and information
needs.

1. give students an overview of the program, its
rewards and requirements

2. provide a critical thinking/iearning-how-to-learn
project that all students would begin immediately

3. allow students to find out what community-based
. learning means by sending them out immediately to
( their first employer/community sites
\ |
The display on the following. page shows the schedule est:slished

for the 1974-75 orientation week.
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"ORIENTATION SCHEDULE 1974-75 -

Student/staff photographs
Greetings/introductions; Occupation activity
Break ‘
Program overview: Staff role play
Group cooperation activity .
Lunch
Distribution and explanation of Student Handbook, binders
Transportatien: Introduction of van driver, distribution
of transportation forms A
1:45 Form festival: Explanation of forms and procedures
:30 Computer gquestionnaire: Some Students use §Eﬁ§utff

Day 8:00 =
-Ona " 9:15 =

o
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Day ‘30 - -9:00 Distribution of Student ID Cards; Discussion of electing a
Two student representative the following week; Distribution of
achediule for the week; Explanation of rotating groups
:10 Questions/answers f

0 Time budget activity

Goal setting activities and practice
Zones/accountability system
Group A: exploration workshep
Group E learning plan workshop
Group competency workshop

Group journal workshop

:30 - 2:30 Group competency workshop

Group journal workshop -
exploration workshop .

Group
Group learning plan workshop "
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/ Day Groups A and C explore employer/community sites
Three Groups B and D explore employer/community sites

B:30 = 9:30 Group

Group
9:30 - 10:30 Group
Group
Group
Group
Lunch
Group
Group
1:30 = 2:30 Group

Group

exgla;azian worksiaop
competency workshop
competency workshop
exploration workshop
: computer terminal
: computer terminal

—
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ing plan workshop
1 workshop
curnal workshop

Lol o

Day Groups A and C explore employer/community site- f
Four Groups B and D explore employer/community sites from
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]
=
[
"
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]
1

Joost
W et
Hoall
s

compiuter terminal
"study group

study group . ,
" compuler terminal . |

g:30 - 10:00 Group
. Group
10:00 - 11:30 Group
Group~
11:30 = 12:30 Lunch
12:30 = 1:30 Croup A: computer terminal
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! Appendix C (Orientation 1974-75)

General Sessions

Orientation planners set aside the first day-and-a-half to present
students with an overview of the EBCE program. Staff and students
arrived at the learning center early the first day of orientation
week for a picture taking session. Photographs are used on Student
ID Cards, and group pictures are used in program publlcatlcnr and
for displays in the center.

Overview of EBCE

The group assenbled for greetings and introductions. The program
administrator first ;ntraduced the staff. Then, to give staff and
séudents the chance to get to know each othe: better, the entire
group played an "occupation game." Pictures depicting people at
work were pinned to students' backs, and students tried to guess
their own occupations through questioning others. A lively exchange
resulted among participants until most of the occupations were
guessed.

Students then watched a role-playing activity presented by the
staff to give an overview of the program. The presentation had
been rehearsed to show how a student gats help from all staff
members while moving through the activities required in an
individual learning plan. Staff members and a student sat in a
semicircle in the front of the room. As the student asked
questions of a particular staff member, the person addressed
explained his or her. role in the program and how he or she helps
students operate more effectively. i

Group Cocpeﬁaticn Game

Murder. Stuﬂentg vwere dLVided lntg twa groups and maved ta
separate areas in the’ learning center. Each group was asked to
solve a jnmrder. Individual clues were distributed to each student
in the goup. A time limit was given. Through group interaction,
the strduats were to figure out the murder weapon, time, place,
motive and suspect. Staff members gave no further hilp, but watched
the process. ' ' :

Summed up what had haggenea. She Pc;nted éut that b@th graugs
needed to get organized early in the activity--possibly by
appgintiﬁg a spokesperson to organize the clues. Most important,
every’'person in each group had to contribute to the discussion by
at -least reading his or her clue. Otherwise it was impossible to
discover all the elements of the murder mystery. The many ways
that people can interact in groups (leading, asking questions or
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STUDENT SERVICES

remaining silent) were also discussed. The group concluded that.
EVEEYEHE has a cantribution tc maEé in a gréup,'ana ways should

Student Handbook

After lunch students reczived their copies of the Student Handbook,'

Student Guide to Journals and Competencies Workbook (see Appendix A
for the Student Handbook, and Curriculum & Instruction, pages 435-
452 and 359-407 respectively, for the Student Guide to Journals

and the: Competencies Workbook). The students then divided intc
four small groups, each headed by a staff member, to discuss the
information contained in -the Student Handbook. The group leader
took time to answer student questions and to amplify jpoints in the
handbook that seemed to need further explanation.

' The next session featured an explanation of the program's

were dlstr;buted the van driver was introduce

transportation system. The Tigard program providgs a van to
transport students from the learning center to e*@léyer/cammunity
sites and othner appointments. Transpo:tatlan -permission forms

1 and other forms
related to the transportation system were explained. Students
were told that although the van was available’, use of public
tran51t was also Eﬁcauragea .

Again students divided into four small groups to be introduced
to a "Form Festival." Four stations were set up arcund the
learning center, with staff present to explain to students the
forms used in the program. Since students ara away from the
learning center much of the time, forms such as a Sign In/Out
Sheet, Weekly Time Repurt and gas reimbursement slips are
necessary. If they wished, students were able to fill out
practice forms at the stations. At one station, students filled
out the Career Information System questionnaire. They were told
that they could begin to use the ceomputer to find out more about
occupations that interested them later in orientation week.

Budgeting Time

The first session the following morning included distribution of

Student ID Cards and bus passes, a discussion about electing a
student rcpresentative t6 the Program's governing body and ’
distribution and exp;anatlcn of the week's schedule.

A time budgét actlv1ty illustrated the importance of plannlng time
ffﬁéiently in the EBCE program. The program administrator pointed

out how the many activities and requirements of the program have

te be organized by individual students. 1In considering the
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many resources available to the student--such as the staff,
equipment and information at the learning center and in the )
community-—the only resource that is irreplaceable is time. The
program administrator suggested that students get a small notebook
to keep Erack of their schedules and deadllnes.

%

Student Accountability System

Building on information presented in the time budget activity, the
following session concentrated on the student accountability
system. T[irst students were given a puzzle to put together. It
became apparent that no matter how the puzzle was assembled, the
result was the same because all pieces were similar. The group
leader pointed out that although all students have individualized
learning plans, all the pieces fit together in the same way; that
is, all students ‘must meet program requirements, such as completing
a certain number of projects and competencies. Students then -
studied the section in the Student Handbook describing the studehb
accountability gystém. Some student questions during th;§ﬁ52531an

included: -

=

1. How ,do you set up appointments to talk:ta staff
memb&rs? -

2. What type of activities will we do at employer
sites? '

3. When do we start our first project?

Team leaders asked students to fill out a scnedulg for practice.
Students wrote down target dates for activities outlined in their
first project (the critical thinking project) and for meetings
and other appointments that they would know about in advance.
Students then figured out a timeline to illustrate how they.would
work on prodram activities to meet upcoming deadlines. Returning
students were encourated to help new studen:s with this activity.

After a break, the rest of the morning was devoted to another
aspect of accountability--practice at setting goals. Students

were introduced to the concept of a force-field analysis, which
asks the individual to list forces that could be for and against
accomplishing a specific task, then to assign a level of importance
to each -item. Students were encouraged to use this technique to
study the forces, pro and con, for the situations and problems thay
would face in meeting program requireméntgg

2 ELTEN
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ORIENTATION WORKSHOPS a

Learning Plan

Learning managers organized this workshop to explain learning
plans, especially projects, to the students. Since most learning
activities in the program are accomplished through projects, ’
the fequirements for projects (i@n per year; two in each of the
Life Skills areas) were explained, as well as the differences

. between pr~designed and individualized projects.

The predesigned project in the critical thinking Life S5kills area
was used to walk students through a project step-by-step. Each
of the activities (most of which were related to the orientation
‘information students were collecting) was discussed. BAfter an |
activity was discussed, students were asked to write down their
estimate of how long each thought the activity would take to
accomplish. At the end of the woikshop, these time estimates

.would take them to finish their first project. Students were

262

encouraged to mzke an appointment with their LM as soon as
possible to discuss individually their plans for critiecal thinking
activities and for subsegquent projects.

Student Journals ' .

All students are required to write in their journals on a weekly

basis to record their feelings about the program and about their

learning experiences and growth. The staff member leading this

workshop explained that many people do not like to write and

often find it hard to get started. She led several exercises t-

help stadents get started writing about what they feel and think.

First, she asked students to write down a word or phrase they y
liked. Then they were asked *o write down a sentence or two about

although "feelings about the program" was suggested as a topic. -

The leader mentioned that this exercise cculd be used as students'’

first journal entry, if they wished. The “inal exercise involved

writing a list of characteristics (as many as 100) the student B .
would like to gee in his or her journal correspondent. Again,

this was suggasted as an additional contribution, te the journal

to igive the learning manager who read it an idea of what that

student-would like to see in the way of intercection.

B Yy ) a
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. Competencies and Rasources

The learning resource specialist began the session by explaining
the organization of the resource area of the learning center,
including the location and use cf equipment, such as tape recorders
and the computer. Only selected resources are located at the _
center, he said; most resources students will find in the cowmunity
(for example, in libraries or government offices).

The learning resource specialist then tur==d to the Competencies
Workbook and asked students to do the same. Wa explained the
community emphasis of the competencies,; displaved the file of
competency certifiers and explained his own role in the competency
process. The LRS and students then discussed each competency.
Students were engouraged to choose their first competancy and
begin work on it as soon as possible.

Exploration and Site Utilization
ThiSiWGIkShéP was headéd hy the empléyér relations specialisti

B actlv;t;es they waula be expected t@ perfcrm at employer/cammunlty
sites--mainly those activities in the Exploration Package. The
materials in the Exploration\Package were studied carefully. As

the ERS explained the process, students asked questions about

points they did not understand. The picture taking requiremeut

and the interview process between the +*udent and employ=: instructcr
at the learning site were explained. rlsr'v of time was allowed

for students to ask questions about this uspect of the program.

.“Ilak

The orientation schedule was designed to assure that students
aitended this workshcp before they went to their first employer/
community sites.

EMPLOYER/COMMUNITY SITE VISITS

By the last day of orientation, each student in the program was
vigiting an employer/community ,site. Some students spent as

much as one-and-a-half days at their employer site that first
week. Early the following week, most students were back at their
sites finishing up work required in their first Exploration
Packages. The schedule, although complicated, enabled students
to experierice their first emplover/community sites much earlier
in the program year than had been possible the previous year.

'

' \
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APPENDIX D

(CEjo Record of Student Performance:
A Credentialing Portfolio

‘The (CE); format for transmitting student performance \information

to various audiences--colleges and universities, school districts,
prospective employer 's offered as a model for cther\EBCE programs.
It has been reviewed = d approved by both educational institutions
and employers.: (See "Student Records," pages 65-66, and the
following Appendix E for information on the review proces: to which
(CE) » subjected its credential.)

The following pages contain det: s on the individual forms of the
portfoliorand procedures for filling them out from the specific
frjrr(is described in "Studeint Records” (pages 69-131).

\i 2 '~ NOTE: Adoption of these forms could impact the design of
hatal records system. The credential forms themselves .:f::uld
be “the core of each Individual Student Book and become the
cwﬂulatlve forms maintained for students throughout each program

year. -
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Appendix D {Sample Portfolio)

o (CE)2 RECORD OF STUL.iT PERFORMANCE

Appearance of the Pertfolio
. The outside ‘front cover of the portfolio includes program logo,
name and address; title of the document and space for student

name. It concludes with the following statement:

This portfolio contains the student performance
records of a graduate from a nongraded alternative
high school program. Because of (CE)2's
nontraditional characteristics, these records are
necessarily different in appearance and content
from those of most high schools. Efforts have
been made, within this portfolio, to translate
(CE) » student performance into more conventional
evaluation terms wherever possible and to
present meaningful career information to
prospective employers. If you have further
g' *stions, please do not hesitate to contact (CE)>.
K]

HOW THE PORTFOLIO GOES TOGETHER
=
4
|
»
2 : 267
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The inside frcnt (=

student identification sticker.

PORTFOLIO:

INSIDE FRONT COVER

er contains the program identification and a

PROGRAM DESCRIPTION

Commiurily E uperiences for Caresr Education (le]} %

A & o mpreh#nsive

The 1astr stional pfﬁir.im i+ indwvidualized, thus there is the flexibulity

s ftederally funded
aiternative high school program which offers studenis 16 Ihruugh 18 years of
oridary schaol experence through involvement on Develapment
ermunity dnd }qmmgrcml stes Sludents pursue a full-day learming program
grugned to mest \i’ﬁé!i indvidual academic and career developinent nesds

Basic Skills
Reading
Mathemaiics
Comrunications

neCRiary (o Inierest fand challenge students rogardless of ther abilities,

learming styles and goals Sludagnh do not atiend standardized courses, nor do
pragrams are guided

by & compeehenve curriculum model which ntegrates
and communication skills with the life and ¢

Fal 1o the svaluation process

studherits and are oo

Suicesstul camaletion of the program qualifies the student for 3 standard high

whonl diploma The
priject as an expenimental and pilot program

;

The BASIC: SKILLS are resding. mathematics and

crvmmunicatiion skills needed by 2ach student to enter the
CAFPPT oF pFEpEFAlION pPFg;

n for the career of his or her
f a fundam&ﬁ!sl skills

betire Lanespts can be learned and tazky mrf;rmed
Apphied skilis 1asks inelude salutwn ff problems, learni 7
of Aew concepts and performance of job tasks Al (CE);
students are require 1 o mfarpﬂrale thrze skills inta their
learning plans TA 5 of individual
$xuPenment, prescn uation, a hasic
skills program appropriate for each sludznl 11
svstematically implemented within the student’s averal
nfnRram

techrrques eeded 1o bnng lage er_tht roles of eitizen,
tirly member and worker intn a life style that is
fsaminglul, elfective and satisfying for sach student Al
slutlents must complete tea extensive learning projects
fueT program year, two in each of the 'ﬂliuwmg areas

5|lhv~r analyse gﬁd |merprg! m!@rmahﬁn gnd to sg-ek
solulaing o problems

Functioral Citizensh

Students increas lhew ab:hlv
BHIC DroCEsses .
seitor and it loral, state and federal g
applying those processes in their personal actions as well
A5 10 Ther celatinnihigs to private and publie institubons

Science: Stiidsnts nerease the
ni-fic prrs edures and -
the impact of fechnalogy on patural environments and
tultural values

Personal-Social Devalopment: Students increase their
ahility . determine who they are, what they are, and
where they are gaing, and accept the respoansibility for the
#liect their hehaviors #nd attitvedes have on themselves
ind ithir saple

‘iptidy the F”ﬁlS
i pes of blensh " malt‘rlal! idsas
iH foncents infa g FRHTIENCES

In cedibinm, earh student must complete sl thirteen
Lyt 807 e

seer skills nice
A teday's waiEly  Student Programs are negotiated with and coordinated by
the (CE1; statf  Adaliz in the community provide ledrning EAPEI'IEHEP! far

at of Education has appraves *he

- ncr.upaharulﬂp-g:u of living Thﬁetnmp-?l!-nc

shills
Cniic.al Thinking
PersonalSacial Development

ding, mather Seience
ry for adulthood Creative Develapment
Funct:unal Cifizenship

Competensies

Caresr Development
Infurmation about %
World of work ™
Crneral and Spec
Lifetime Career Jevelopment

Competencies: Students demonstrate
that cover the economic, planning,
health-safety, 3

¥

the community’s perceptions of behaviors that are
convidered some of the mimimal functional reruirements
fr iving in today's wiciety.

The CAREER DEVELOPMENT component gives
students the opportunity to explore specific careers on
actual emplover and community sites while learning about
prohlems and rssues of the working world  Career
development incorporates three main content arsas:
Informanon about Sell and the World of Work, General

“And Specific Career Skills, and Lifetime Career Develop--

ment To complete this eomponent students explore at
least hve emplover sités per program year and,
demonsirale adequate employer site ut tion through
extensive, in-depth participation on employer sites. In
addiion, student participation in monthly semisars
conducted by local emplovers is requirsd

Mast of the [earaing n r_hr curriculum eccurs 'hruuih
Situgl sxperiences af emﬂluvéi‘ and commiunity 5 _
studeni’s activihies af these learurg ates are plarined (o
meel the indvidual's needs ard 1o blend all three,
curniculum areas -- Basic Skills, Lite Skills d Carﬁr
Development Ta assure that learning takes place, stud
ences in the community ire well planneﬁl S!u
organized primarily around

projects are coordinated
learning plan of the st 1. the learning plan emanates
fram the studeni’s asszssments, is econsistént with
prigram requirements, and 2ims toward achisvement of
the student’s e goals

SNAME _ Bobbins,  Kelly

s [ MUY

Sawdcn Name 1 Apnheobie Sikname

2r8
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T+ - forms are tabbed to help readers find specifics guickly; a
tasle of contents is not included, so forms can be rearranged
by the rtuvdznt {=ez gvudent guidelines, pages 298=293). All

forms are two-sided, punched, fastened to the fcolder at the top
and flipped to be read.

Arrangir.g the Portfoliv

Reviewers of the _E)j Record of Student Ferformance reccimmended
different arrangements of the forms in the portfolio, depending

on whether the portfolio is used for jo.- zpplication nr eduecational
placement. (See the guidelinwz for portfolio us~ on page 299.)

The Certification of Student Performance (the ofiicial statement
of student accomplishment in the program, see page 273) always
appears as the first page of the portfolio, followed by the pocket
for copies of student transcripts from other institutions (see
page 777). The School Placement Information form (page 293) is
not included in the portfolio for job applications and is inicluded
for educational institutions only if requested by the student or
receiving institution.

Providing Copies of the Portfoliio

One master portfolio, includ ng forms and cover, is prepared for

each student exiting the proyram and is kept on file at the learning

center. Photocopi=s of the forms are submitted to the cooperating
high schooel. The studceits' own copies of the portfolios consist

of original covers and phutocopied forns as do portfolios prepared

for receiving instituticre EBCE programns may, therefore, require
three or four portfoli:: uwwvers for wach student.

In crder to put index tuabs on the phoitocopied forms, (CE) 5 has
guantities of tab stickers printed in advance with the various
aames of the portfolio forms. These stickers are then attached
by hand to photocopied forms so all assembled portfolios have the
tabbed format fo: easy access o information.

Staff Responsibilities f - Preparing Portfolio

(CE); has allocated responsibilivies for the s garaticn of
portfolio forms as follows (the foru: thems~' .. are described
on subsequen: pages):

1, The learning aide enters dste from studeat records
(Master Record Book and Individual Student Beoks) on
the Certification of Student Parformance, Life Skills

Summary and Competencies forms.

Lo
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. The clerical assistant com_letes the Career Development e
Summary from data in the employer relations specialist

notebook and the Skill Development Record from

‘information in the Individual Student Books.

3. The student coordinator and learning manager compleie
the Basic Skills Summary.

4. The student coordinator completes the School Placemen-.
infarmatlbdmféﬁﬁfiﬁ consultacion with the student's
learnlng manager and employer relations speﬂ;allst
when this form'is specifically requested by a student
(it is not routinely provided in the portfslio). The
student coordinator also keeps in touch with high
school counselors zegar&;ng college entrance
examination schedules and arranges for (CE), students
to take any exams needed for college applications.
{The School Placement Information form contai .
space for record ng college entrance examination
scores.)

5. The program administrator signs the Certification

of Student “e:fgr' e, which eecnstitutes the official
statement of ztuderx: 2écﬁmplishmént xn the program.
Either the program a&mlnlstratcr or the student
coordinator sigre the School Placement Information e

fafm, when prcv:dﬁd.

6. Completed forms are = rculated among all staff to
check accuracy of .. .. rmation.

7. Staeff comments on individual students' learning styles,
stizievements, special interests and activities are
gathered from individual staff members and summarized
by the student coordinator to provide as Lgmgleté
a picture of the student as poss‘ile (see guidelines
for staff comments on page 275). Staff comments
appear on side two of the Certificatio:. of Student
Performance.

Completion nf (CE)2 portfolios iz a time-~ caﬁsumlng mrccess, and
staff have found it nacessarv to set aside specific time for

preparation whenever there are a nunher of port.olios to be '
completed (for example, at the end of the vear focr graduates).
Support staff carry a major burden in preparing the forms from
information in student records, but professional stafr also need
time at the end of the school year to collect staff comments,
confer on scheol placament informaticn and check che aczu:;cy
of completed forms. :
4y N ’
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Appendix D (Sample Portfeolio)

Preparation of portfolios may be simplified by instituting.
procedures for updating portfolio forms throughout the swiocol
year fer both juniors and seniors. (CE); recommends that a
complete set of portfolio forms be placed in each Individual
Student Book and that data be entered on the forms at least
guarterly.

Individual Record of Studant Performance forms are described en
the pages that follow. Student guidelines for arra.ging and
using the portfolio begin on page 298, following the forms
descript:. .

~
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CERTIFICATION OF STUDENT PERFORMANCE

Certification cf Student Performance is the official statement
of student accomplishments at (CE), and should be the first
form ir the portfolio.

The form indicates the length of tims the student has been in
the program and the requirements the student has completed.

The top boxed section gives the basic statzment of completion
requirements, including a waiver clause and the fact that
completion of ail requirements entitles students to receive

4 standard diploma from the cooperating high school.

The second boxed seoction lists the specific requirements that
have to be met by the individual student. Genérally, if the
student is in the program one year only, the "Required" column
indicates 10 projzcts, 13 competencies and 5 explorations:

if the student is in the program two years, the column
indicates at least 20 projects, 13 competenciez and 10
axplorations Any waivers made for the individual student
should be cl. irly indicated and explained.

The student's record of attendance and a statement of gr:duation
status (including anticipated date of graduation if the portfolio
is mailed early for college application) are included and the
offizial nature of the document clearly srated. (These details
were specifically requested by portfolio reviewers.)

If transcripts from other institutions are included in the
portfolic, the institutions' names are indicated on the
Certification form, and the transcripts themselv:s are included
in a pozket provided for that purpose (see page 297) . The pocket
is plaec:d 7 -nediately hehind the Cartification form in the
portfolio. Students ~e couaseled b, staff to find out if
receiving institutio. . require official transcripts sent directly

frow former schools in addition to copies in the pertfolic.

The learning aide conpletes the Certif :ation form in consultaiion
wi“h the student's learning manager, using information frow the
Master Record Book (laryzly from the Student Experience Recornc -~
sue Item 12, page 102). The completed fcrm 1o 3iygnsd by the
proyram administrator.

O
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* e
O O iy
COMMUNITY EXPERIENCES FOR CAREER EDUCATION (CE),, INC. § )
CERTIFICATION OF STUDENT PERFORMANCE

Program Completion Requi rements
For each year a student is in the (CE), program, the following are required:

Projects: Ten per program year--*wo in each life skills area. Credit for one of the critical thinking projects is obtained
by doing the critical thinking activities in other projects. Each project will include basic skills activities,

Eampiﬂﬁ:m All thirtsén competercies mitst be completed by all students.

Employer Sita Utilization: Minimum ~f five explorations per program year, and adequate employer resource utiliza-
tion a3 judged by employer instructors and maff. :

Waiver Claus=: Any of the above reg.irements may be modified or waived upon -he written recommendation of
a staff inen Lar and approval by the Project Director.

Upon eompleting all program requirements, (CE)5 students are granted a standard high schoal diploma from Tigard
High School, District 23, Tigard, Oregon, cooperating public school district,

__Felly Robbina =~ entered the programon ___9/4/73 and attended for a period of
Student Name .
two years

——— = .. Therefore the following program was required of this student:
Years and/or Months

 Program Requirements . | Required | Completed
Pojecs e [ 20
Competencies I 13 13 B
Expiorations R B N S T
Employer Site Utilization T T Yes T Yes ]
E;si;; f‘SiiiiIlsiF‘l':::’gr;;Tﬁ T T - ‘l"Es T S feg }
Attendance - T T T T
Days Possible: ____ 338
Days Attended: ___ 329
TRANSCRIPTS FROM OTHER INSTITUTIONS ATTACIED: T T
Tigard High School transcript is attached.

Student gradusted (Yes or Nol:_ Yes Date of graduation: ~June 12, 1975

Anticipatad date of graduntion: ___ —

This cartificate constitutes the official staterr w.t o student accomplishment at Community Experiences for Career

Eduzation.
g&é é-.;,, _

Progvan Addistrator )
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STAFF COMMENTS

This has bzen a most successful year for Kelly. As a second year :-tudsnt, he
has continued to be one of the outstanding members of the program. He has
~onsistently demonstrated a good work attitude and the ability to complete

- complex tasks quickly. As with last year, Kelly again haa particizated in

extracurricular activities at the high se’wol while alse demonstrating his
ability to meet adequately the responsibilitier and expectations of the prodram.
Kelly is an enterprising young man, using the job skills acquired from his
variocus career experiences at. (CE); to help earn money towards school. These
experiences have also helped him become more aware of his vocatioral interests.
Kelly haz exhibited strong persanal beliefs and, at the same time, has she n
that he can listen to others whose baliefs may be different. Bacause o’ ._s8
streng communication skills, Kelly wontinues to be a | :ader ameng our students,
He wa# chosen by the student body this year to represent them on the (CE); Board
of Direetors. He also represented the program before visiting audlences and
assisted in recrulting new students. Kelly is a conscientious and hard-working
young mas and we wish him luek and future success.

A

Signed _ -Titdgsts

Tiglé __Student Coordinator

0
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Appendix D (Sample Portfolio)

STAFF  COMMENTS

(Side Two: Certification of Student Performance)

Staff comments are included on the Certification of Student

Performance because this document is seen by all portfolio

recipients--employers as well as school admissions officers.
Reviewers generally agreed that staff comments are helpful to
them for placement purposes, :roviding narrative descriptions
of student strengths and weaknesses.

ersonra2l managers expressed interest in comments reflecting the

ud. t's work habits, attitudes and deperdability. All recipients
wanted to know "specific things the student has done that illustrate
skills" and reference to outstanding piecas of work.

)

1]

L]
rr

Reviewers cautioned staff to focus on the uniquenesses of each
student and to avoid "jargon stereotypes."

(CE); issu  the following guidelines to staff members for preparing
comments oi. tudents (th. same guidelines are given to employers
asked to write letters of recommendation for students):

[

. Give specifiec information.

(%]

. Describ»a any special aspects of this student's program
or performance, as well as special interests or

3. Include the positive and the negative.

4. Include information about attendance, punctuality and
dependability. .

5. Include information about how the student gets along
with people and handles difficuities and criticism.

6. Comments that receiving institutions (college, military,
business, industry, high scheol) can use for placement
purposes within their programs are highly valued. Make

‘ such recommendations as current and specific as you can.

The student coordinator compiles all staff comments on & given
student into a single coherent statement and signs the form.
Students have the right to challenge staff commentz (see Item
15, page 133).



STUDENT SERVICES

BASIC SKILLS SUMMARY

The Basic Skllls Summary is completed by the student coordinator
and léarnlng managE? The student coordinator provides assessment
information from the Student Profile (see Item 12, pages 98-99).
The learning manager adds prescription data and evaluation of
student development, with lead-in statements from the student
coordinator relating these to assessment data. (If Basic Skills
summary forms are completed each program year for each student,
prescription statements can include recommendations for returning
students, as well as recommendations relative to pastsecandafy
education and training.) . -

Reviewers found the narrative style and three-step format of
assessment, prescription and evaluation to be very useful.
Information is given in narrative form only, rather than in any
kind of visual continuum, because of strong staff an- reviewer
feeling that placement of a #ztudent on a continuum invites
compariscns with the group rather than evaluating the students
in terms of themselves. Students have the right to :hallenga
portfolio contents (see Item 15, page 133). g

staff try to avnid using unfamiiiar terms (for example, referring
to "Level D" »r an instructional rackage rather than explaining
what that level is) and to identify tests or instructional
materials by their £ull names, rather than by initiais.

N Q - L ) >
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" 4 o C KELLY NOBBINS

BAS!E SK‘LLS SUMMARY Student Name -
1973-74

Program Year =

PRE-ASSESSMENT

Baaset on informstian obtnnsd 1r6m pist sducational expenanca, test resulis, st susameni, o odent ol - MY AT,
work-mn-L. ogris 3t (CEly, #0d chresr sssssmants.

g

Kaslly demonastrated above average ability in reading vocabulary and memprehension on
the Comprehensive Test of Basie skills (CTBES). While his scores indiczted

outg.r ling ability in these areas, Kelly has mentioned having some Aifficulty in
reas,r. comprehension and would like some assistance in thiz area. Even though test
resi-.z show his ability to be above the twelfth grade level in comprehension, ==
will continue to give him opportunities to gain more confidence in thisz area. ..
consistent pattern of difficulty was noced in dictionary uss. Kelly could possibly
profit from a review of the crganizational and structural layout of the distionary.
¥mlly's scores in arithmetic indicate that he has an outatanding cummand of basic
math opsrations. He also demcnatrared consistent and succesaful applieation of
arithmetiec concepts. Overall, XKelly demonstrated well gbove average performance
compared to other class members. It is recommended that Xelly be presentad with
activities and projects thac allew him te enhance his skills and at the same time
=hallenge him to plan and exscute career atrategies.

AL Y

Psaan Bmbretl /33

. Student Coordinator / Date
D PRESCRIPTION : »

Howe bil:g kills vk i3 1InCOrporstad in lsarning plan:

It is auggested that research activities be written into projects and around

job asites to 2ncourage kelly to come inte contact with a vids variety of resources.
Specific matari:is, activities and involwimest in the cammunity are suggested

to assist Lim in gaining skill and confidencz in feading comprehension. As

Kelly intends to go on to college; reiafurcement 5 baasic skills will help prapare
him for the PSAT and SAT examinations. Kelly hes not definltely focused on a
caresr; thersfore, cpportunities will be provided 8o he cav. experience a varlety
of career optiona.

EVALUATION

Kally demonstratad s...ificant growrh this past year in terma of basic akill
atrangth. The post-test results of the CTBS indicated syrexior ability in
resding comprehension; arithmetiz (concepts and applicationa) and atudy skill
His scores increased considarably in all areas agneaged., Kelly has heén ong o.
the mat rasponsible and self-directed students &t {CE}; this year. He has
succesded becauss he organizes what he has to do and staadily chips away at it
until it ia completed. We are particularly prouw’ ¥ Kelly because ha F~s been - a
able to mest all of his (CE), responsibilities w ."- participating at the same

tims in sxtracurricular activities at Tigard Hig. . zhool. )
WA g 1
LearniAg Managar / Date
= — = p—— — e e = e e e e S S — - — = — S o i ’;—‘
o,
@ RRERRY
L ) -y :
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BASIC SKILLS SUMMARY

{Sacond Year)

SECOND YEAR ASSESSMENT

ar's raisults of /the Comprehensive
dualized Learning for Adules (ILA)
well al;n;\ve averagé £} lls ln mat;hematiﬁs

EGEQEE]’IEHSU‘JH a.ﬁd llEEEﬂng az:..;vﬂi;as.

KELLY EGEEIHS
Student Name

Test of Basic Skills (CTBS) and the
indicated that Kelly consistently demenstrated
arxd q:z:municatian areas. Ewan tha:ugh

As a retuﬁxmg student. Kelly mders._;.ﬁda thé

expactations

and requirements of the program and intends to design a plan that will

He feels self-directed

allow him te complete all activities and graduate early.
but needs to have someone remind him of due dates. Kelly effectively utilized the
@layer network last year and has expressed the desire to pick up some skills in

> mechanics this year. He will begin the year with a learning level at the City
itenance Department (auts mechanies). .

gé&ua—umrzﬁﬂ /74

t Coordinzgtor / Date

‘m

PRESCRIPTION
Growth was shown on assessment instruments; however, i1t 1. . wmended that Kelly
continue to be :ha.lLem;eﬁ with basic skill activities and apga;t\,mit;\gf. found on
job sites of his It is also recommended that enrichment activities be
dasigned around areas of personal need and interest. As Kelly intends to complete
work early this year, it s important that he be asked o design a plan with target
dates and specific tasks that will enable che staff to provide opportunities for him
to experience a variety of commmity aet i

EVALUATION .
During this year Kelly has shown much growth in his understanding and application

of basic skills; both in math and communication.

Due to the high level of skills

he has demonstrated, no special basic skills program was indicated.

However, a

congiderable amount of work was dons in advanced and applied hasic skills as Kelly
completed his project activities. In doing this work, Kelly demonstrataed the
ability to apply his skills in the abstract-and to adapt them to the complex

problems of the world of work.

high gquality.

Kelly is a goodX

His performance in these tasks was of a consistently

ligtener and has Afreq‘%antly demonstrated his ability

on from numerous scurces and to synthesizé the
information into meaningful forms. In mathematics, Kelly has beesn able to cope with
a variety of computational tasks that demanded advanced skills applicatiens. As in
communication, Kelly has clearly demonstrated his ability to apply these skills te
actual situations in the workplace, thus affirming his competence. Verbally, Kelly
has no trouble in expressing himself clearly and concisely.

to gather a variety of informa

=78

/ Date

Learnifg Manager

O
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Appendix P [(Sample Portfolio)

BASIC SKILLS SUMMARY
(Side Two: Second Year)
Staff separate first and second year summaries to maintain the form
for both juniors and

seniors and to give a more complete picture of
the student's development.
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STUDENT SERVICES

LIFE SKILLS SUMMARY

The Life Skiils Summary lists the student's learning projects
completed during participation in the program. It includes
project titles and dates completed by Life Skill content areas
(the basic program requirement is two projects in each of the
five Life Skills per program year}. Side one indicates projects
completed in the areas of critical thinking and functional

citizenship.

Space is included for total number of projects required and
explanation if this number is other than 10 (one year's
requirement). That explanation would indicate, for instance,
that 20 projects represent the requirement for a student in
the program for two years, or it would indicate and explain
any waiver of requirements for a student.

This form is completed by the learning aide from information
on the cumulative Life Skil's Project Record in the Master
Record Book (see Item 12, page 97, for a sample Life Skills
Project Record). Life Skills Summaries for each student
could be maintained throughout the program vear and updated
periodically to ease the year-end workload of praparing
portfolios for exiting students.
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Appendix D (Sample Portfolio)

LIFE SKILLS SUMMARY
‘Number of Projects Required:* - <% KELLY ROBBINS
Number Completed: __20 Student Name
*{Explanation if this number is other than 10). _ . e
e Fepresents two years Enxjal;;ﬁgnt j;; the program. - N B B B

Projects ars long-term, problem-centered Izerning design

tives of each life skills area and to correspond to individual students’ abilities, goals and interests. The learning manager
and the student negotiate projects which consist of activic- - products and eriteria for performance, and which blend
trasic skilis, s and carz-r developmant activities or sloyer and community sites.

LIFE SKILLS AREA/CONTENT DESCRIPTION PROJECT TITLE/DATE COMPLETED
CRITICAL THINKING
Projects completed by the student ircluded Accuracy in Repairing Airplanes 3/27/774
experiences in gathering, analyzing and inter- . i
preting information and seeking solutions to Media Lie Detecting 4/2/74
orobizms, T
The student learned and apglied a five-step e ; , ,
critical thinking process: idenufying a problem (=€) For You 10/18/74
or issue, gathering and sorting information re- . ] o s
lated to the issue, interpreting the information, 1z Horsepower Kohler Engine 1/13/75
developing alternative solutions and choosing a
necessary chocsing an  alternative course of
action,
FUNCTIONAL CITIZENSHIP T T
Projects completed by the student demon: The FBI and the War Against
strated an increased understanding of the demo- Organized Crime ’ 1/20/74
cratic procesies in the private sector and in local, o
state and federal government. The student then i 7 akens g 1
applied those processes by participating in acti- Legislature Froject 4/18/74
vities in the community, . o R
Being A Real Estate Agént s/1/75
where Do I Fit In? 5/1/75"

ARG B LTTh]

D ' .
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STUDENT SERVICES

LIFE SKILLS AREA/CONTENT DESCRIPTION| PROJECT TITLE/DATE COMPLETED B
SCIENCE
Projects completed by the student invaolved Aviation Ground Scheol 6/12/74
using systematic logic to test the reliability of
facts, using cause and effect reasoning to test Installation and Repair at
staterments and explain a point of view; and Evergreen Telephone 6/5/74
applying the scientific methed to problem sol- N S o
ving in the community. Police Car Maintenance 1/13/75
I Was A Teenage Scientist 4/3/75
|
PERSONAL/SOCIAL DEVELOPMENT T T
Projects completed by the student included Karate: The Art and Tts Bhilossphy 2/8/74
experiences that increase the ability 1o under- )
stand self, demanstrate self-direction and respon- Basic Youth Conflicts . 6/6/74
sibility, and initiate and maintain effective inter- -
personal relatienships. What (Can I Do) About Me? 11/13/74
Understanding Personal Rsligious 3/14/75
Convictions
CREATIVE DEVELOPMENT 7 -
Projects completed by the student consisted Welding 6/6/74
of identifying and participating in the creative IR
process of biending new and/or existing mater- S e e o ] -
ials, ideas or concepts into unique forms or ex: Video Tape: Equipment and Use 6/6/74
periences, including creative problem solving in . o .
the comm inity. Teaching Sixth Graders About
Nature 1/14/75
Don't Just Stand There-=-Do
something 4/17/75
L W
[ f} L
£ ,
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Appendix D (Sample Portfolio)

LIFE SKILLS SUMMARY
(Side Two)
Side two of the Life Skills Summary lists projects and

dates for the remaining three Life Skills areas--scienc
personal/social development and creative development.

completion
e,

s for both predesigned and individually written
-0jec v 1 be scanned by recipients of the portfolio to

. he content of student Life Skills learning, those
titles should be carefully worded to reflect the scope of the
student's work.
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STUDENT SERVICES

284

COMPETENCIES

The Corpetencies form is maintained as a cumulative record
throughout a student's participation in the program. Each
student's competency certifications are recorded in the Master
Record Book (see Item 12, pages 100-101). The tabbed
portfolio form could be typed-as each student prepares to
leave the program or could be maintained cumulatively in
Individual Student Books.

Program requirements state that all students must complete the
13 competencies, whether they are in the program for one or two
years. Consequently, any variation in a student's completion of
the 13 competencies (waivers, substitutions and so forth) should
be documented and explained on this form.

Space is provided for the names and titlec of all competency
certifiers. These individuals are community people with
expertise in the areas of each competency, and (CE) 5 believes
that recipients of the credential will get a sense of the

to whom students had to demonstrate their competence. The
number of lines under each competency varies according to the
number of certifiers a student must satisfy, as stated in the
competency guidelines (see "Competencies," Curriculum &
Instruction, pages 369-407).

Peviewers of the (CE), portfolio expressed differing opinions

1t the value of the Competc: - forr registrars and
«ployers, but (CE)j believes that it is important to communicate
this particular aspect of the program as further definition of
the skills acquired by its students.




Appé ndix D (Sample Portfolio)

o #asculive branch of local governtrant snd sxplan thint roles, obssrve locsl goverAmant o oparation &t 8 oity
Enunﬁ.ll i'l'_!ﬁg ;ng chicusi Iabﬁgmg wilorns }

O 9. Undertand ihe bisc ttructurs end functian of locsl gvarnmant, {Srudens welict repressn tslives of tha ingilative

Audfzy Janes. Sﬁaﬁe mpresentamv’e 2/20/74

O ; O

COMPETENCIES
All srudent aw required fo demonsirale compeiencs (o the satisfaction of a butinens or EOMMUNITy EXxperi iIn the

tollowing ares:

1. Tr;ﬁ;::x Busires on 2 eredit mm {Students ﬂimﬂnurat; terms gnd r.unamam af eradit )

Jamie Brown, Asst. Cashier, Citizens' Bank 11/7/73

Hnnmn ] :ﬁ-:hnr\g BCCOURT 1A good Order, lswmnu mmv iﬁﬂ mplmm a ch-ekmg #CEGUNL Fystem. i

(21

Susan Goodall, Asst. Operations Mgr., Citizens' Bank 9/25/73

P"ﬁmﬁ- SOEQUELE ITTHITIRCE h:: #lf hrmlv and pousinont. (Students fiudy snd dengn 3 comprehentive inmurincs
?aylm }

Harriet Wagner, Insurance Agent, Safety Insurance Co. 1/2/74

HHEL W TR 5 QU TGl ) Uonsueyd g ],

£ Film state snd federal ireome taxes. {Studenns -f:urnew ile stare and feceral income tax forms |
Laster Warren, Auditor, State Revenue Agency 2/24/75
i 5. Eudpl tirme and money sifectively. (Students pllﬁ a h:;ughalﬂ a-udgl 1o cover a tims penod of thiee manlh and
. develop mnd |mplm| & i :agdgm h;r 1 pefiad of nn! ik )
Lv‘!-?ter James, I+ .inc fer, (E), 1/30/74
g
—_— — I - %
Blanche Fuller, High School Home Economics Instructor 4/19/74 o
3
_ S — - E— — _ H
8. Maintsin the best physicsl health and make appropriate ute 0! 'eisure Wme, (Students develop and follow a physiesl i
iitniiiplgn and wlect recrestionsl stivities | o - ) B
“‘enry Blodgett, Hign ~l Wrestling Coach 2/28/75 :—-
Lt

¢ . .ap James, Learning Manager, (@)2 2/28/75

R#spond ;pprnﬁmfuly o fire pd:lu:l and phyncal health emergancies, {Studenis develop an emargancy fire sicops
olan, dnglnp *‘m FOOfiate & sctiens in am;rﬁgn;y muumn! ind pas a first |u;! aumm;nun i

d

Joe Watzik, Fire Prevention Officer, City Fire District

1/22/75
Katherine O'Brien, Lieutenant, City Police Department

B - 10/2/74

Jo= Watzik, Fire Prevention Officer, City Fire District
o 10/1/74
L 8. Participate in the sisctors! 1ys: -+, (Students c@mpl:la r.g.m.uun and ballat forms -nd explain ballat -mul
Auﬁ:ey Jones, State Representative 6/6/74
’ Audray Jones, State Repregsentative 6/6774

ET
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u o
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STUDENT SERVICES

CAREER DEVELOPMENT SUMMARY

The Career Development Summary presents a cumulative record of

the student's employer/community site experiences in the program.
Specific skills learned during these site experiences are recorded
on the Skill Develeopment Record (see page 290), recommended to
follow the Career Development Summary in the portfolio.

The Career Development Summary should be updated periodically
throughout each program year. At (CE);, the form is completed

by the clerical assistant from the Student Information Cards kept
by the employer relations specialist (see Item 14, pages 127-129).
A separate form is completed for each program yvear; students in
the program for two years will have two Career Development
Summaries in their portfolios.

student career-related experiences. They were particularly
interested in the amounts of time spent on each site and t .
nf employer instructors (for possible reference checks.)

4Ly sheet also gives students the names of iundividaals
rom wnom they can regquest letters of recommendation in the future

Q 286
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CAREER DEVELOPMENT SUMMARY

ELLY FQEED@S

(A

Py
an

LA

CAREER DEVELOPMENT SUMMARY
KELLY ROBBINS
Student Name

1974-75
Program Year —

The caresr development component pravides students with the opportunity to explare specific careers on actual
employer sites while learning about the problems and issues of tha working world.

Learning objectives and activities in student learning plans are carried out through various experiences in the
community. Those experierices are grouped into four levels of employer site utilization plus monthly employer
seminars held at (CE}5 or in the community. The placements ent :red below were satisfactorily completed by this
student.

EXPLORATION LEVEL .

PURPOSE: To give students a general averview of v.ar- =15 jobs and careers,
REQUIREMENT: Five Career Explarations per program yeas.

EXPLORATIONS
Employer Site Joblor Employer Starting Completion
Dept. Instructor Date Date
" “Mech.  Jan Mackey Y 9/13/74
Photo Ja:le Eﬂgerg ) 11715 1./12/74
WTﬁgraPy Ha:jur;E”E;ans o 1/20 1/23/75
4. ,-Ehml District Administration Media  Terri Miller 272 2/04/75
5. Swiss village Pancake House Cook teray Haltérs ] 2/19 2/20/75
é Ca:n;nty l@alf_\; 7: sales Edgar\ial" t - 2/25 2/28/75
=== — = = NN = — -
. R 7 _ . . _
— e — _— . _ \ _ _
{
- R _ . _— —_— e

LEARNING LEVEL

PURPOSE: To give students the opportumty to have in-depth experiences with jobs or careers of their choice
and to pursue learning activities in the life skills and basic skills areas on the employer site.
REQUIREMERMNT: As appropriate to individual student’s learning plan.

LEARNING LEVEL SITES (See skill development sheet for skills acquired)

i

| s——_y

Emplover Site Job or Emploryer Starting  Gomplation
Dept. Instructor Date Date
1. City Maintenance Dept.  Mech.  Jan Mackey ©9/11  1/06/75
2. County Realty ) B i Sale§ __Edgar Voight :via 5[3@[75
7 — o . ) - -
287
Fin 3




SKILL BUILDING LEVLL

PURPOSE: Togive students intensive experiences with specific career skills similar e pre-apprenticeship training.
REQUIREMENT: As appropriate to individual student’s learnina plan.

Employer Site Skill Super/ising Starting Completion
Area __Adult Date Date i

SKILL BUILDING LEVEL

PURPQSE: To give students intansive experiences with specifie career skills similar to pre-apprenticeship training.

SH REQUIREMENT: As appropriate to individual student’s learning plan.

PU Employer Site Skill Super+ising Starting Completion
o Area Adult Date Date
thd I e __ I ,,7 - _ .
RE -

— SPECIAL PLACEMENT
— PURPOSE: To use employer sites for purpose; other than rhe study of specific jobs or careers; students may
] conduct research on particular topics, agroblems or issues by cbserving the world of work as a researcher rather

than as a worker,
— REQUIREMENT: As appropriate 12 individual student’s learning pian.
ERN Community/Employer Site Activity/Project
P T T -7 - T T/ . = -
& _ _ _ _ - T’
B EMPLOYER SEMINARS
ik PURPOSE: To acquaint students with broad and basic issues of the American economy
- Speakersﬂ‘-‘asitiaﬁs Held Date
= o B . Mgr. = Aj.r:fafﬁ Ine. 0!31/73
— o . = Elec‘trannc
T; - Jane Pimlico - Stats Universit: 11/27/173
— : Ted Harga,n - Electronix 1/16/74
=] - o Nan Hagu.rsky 7,3&3 fie Corp. - S
= J‘:bi DlECfLﬁi}J‘xéﬁLQﬂ Nate Jones = General Corp. 3/13/74
— E cin - Bureau of Infuar Affairs
- T - Joe %agaﬂ ~ Urban League -

T T T ié:ll;m Tmmey People's Life Ins -

| .
O ;:;35 ;} gy .
= 4. ,‘_}
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CAREER DEVELOPMENT SUMMARY
(Side Two)

The clerical assistant transfers any skill building or special
placement information to the Career Development Summary from the
Student Information Cards kept by the smployer relations spscialist
(see Item 14, pages 127-129).

Information on employer seminars the student has attended is
transferred to this form from the Master Record Book. Par-icipation
in these seminars is included in the portfolio as another
indication of the diversity of (CE); students' experiences.

iy,
e ‘j S )
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STUDENT SERVICES

SKILL DEVELOPMENT RECORD

The Skill Development Record is a® cumulative record of the
specific skills a student has acquired at employer sites. It
should be maintained throughout the program year and updated
periodically from the site=specific Skill Development Records
that accumulate in the Individual Student Booxs (see Item 12,
pages 108-109). The (CE);.clerical assistant completes the
form. |

The skiils students acquire are grouped by employer site, although
sites are not identified.

The individual Skill Development sheets were adapted into this

. cumulative portfolio record because reviewars expressed a desire
to see more explicit information on the skills acquired by students
and the level of acquisition. This information is particularly
useful to personnel managers considering students for employment.

Care is taken to record skills in specifie, job-oriented terms

(such as "Operate a PBX" or "Operate a hoist correctly and safely").
For the sake of brevity, the degree of skill acquisitien is
axpressed in three simple terms: observed, practiced.or acquired.

{The second side of this form is a continuation of the same columns .
and is not reproduced here.)

'!i’) e
BRUE

290 : | ) ?
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Appendix D (Sample Portfolio)

o 7 0

SKiLL DE\:’ELDF‘MENT RECORD

KE LLY _FOBBINS __has observed, practiced or acquired the following skills
during plaﬁemants at emplaygr s:tes The Employer-Instructor has been asked to avaluate thie
student’s perfﬁrmance of the skill as he/she would an employee’s.

__ SKILL ) SKILL B
Replace brake shoas Practiced | fecure and read title printout Acquired
Check wheel cyli,ﬁde;s Ear regaif Acquired | Regsearch property background hequired
Inspect brake drums . ﬂcquj:eci: Write a real estate l,.Lst:i,ng Practiced
Pead micrometer Observed | Determine incoma prupefty value |Practiced
Observe scored brake drums Obsarved | Figure praperty value . Practiced
Remove, clean, repack, reassemble Define escrow Acquired
gjé gdjgst smagl bea:.tngs Acquired
Adjust braks linj.ngs Observed | Write eamest money receipt Practiced
Bleed brakes | m:qu;.ggd Know the basics of getting some
) financing Practiced
Road test Observed ! Routine maintenance and repair Ohserved
' - ) for propeller driven alreraft = [Practiced |
| Electronic testing ‘equipment o
Change cap, rotor and points Acquired | jncluding compression tester, Practiced
- 1 alectronics system analyzer, -
S ] and hydraulic system tesat
Change oil and filter ' Acquired | equipment : Practiced
Tims angine ) Acquired | Hand tools involved in servicing
I S - aircraft T 7"_774559.1:3&7
Clean or replace air filter Acquired’” | Requirements with hourly chacks
o nnﬂ annual check procedures Acquired
Chack fluid levels - . |aequired | Read work ordars ihoquired
Lube Acquired | Install telephone equipment Practiced
Undexstand and-use real estate Order equipment ’ Roquired
térms o Practiced

]
Tursudapensd] (NS
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STUDENT SERVICES

SCHOOL  PLACEMENT INFORMATION

School Placement Information is an optional form recommending how

» (CE) 5 egpéilencés relate: to traditional course work. It is not
routinely included in the portfolio but is added when specifically
requested by the student. Students are informed of this option
during their orientation to the,program, in the Student Handbook
and in portfolio guidelines given to them with a copy of their
completed portfolio (se2 pages 298-299).

The form contains information intended to help college or high
school personnel place students more precisely in specific subject
areas and levels. (CE)p students who are college-bound can take
any required college entrance examinations. Test scores can be
added to the form in the appropriate section (testing services
will also send scores directly to the colleges of a student's
choice) .

Grade and credit translations are clearly identified as
equivalencies. Units of credit are given in terms of total

@part;clpatlcn time in the program, rather than being broken out
by curriculum components (one vear's work is equal to 6 units
of credit, two vears' to 12 units). -

The "performance comparison” column indicates how the student's
performance at (CE)j would compare to grade levels in specific
subjects in a regular high school program. These "performance

! comparisons” are given only to aid school placement personnel.
Since (CE); does not give grades, it cannot certify grades, but
it will describe the equivalencies that can help other lnstltutlcns
translate, (CE)j perfarmance into their own terms.

Placement recommendations (at the bottom of the form) are intended
to be brief statements of exactly what, in the staff's judgment,
the student is ready for "next" in specific subject areas., College

" and high school placement personnel reviewing the portfolio said
this type of recommendation was helpful to them, although some
said they would rely more on college placement test scores.

School Placement Information is completed b§ the student
coordirator, in consultation with the student's learning manager
and employer relations specialist. It is signed by either the
prégfaﬁ administrator or student coordinator.

™,
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KELLY IEEEIHE
Student Name

SCHOOL PLACEMENT INFORMAT!ON

(CE)5 does not grant grades or Carnegie units. The following information is not reutinely provided by
(CE)E but has been specifically requested by this student, With the exception of the college board
test scores, the information is intended merely as statements of equivalency for placament purposes

onfy.

The work completed by the student at (CE), is comparable to__ 12 units of high school

credit.
13 \mits eamp;et:ea at Tj.ga;d High School p:;ar to (KE)

Test SEQFES

PSAT - Spring 1974
SAT - winter 1975 -

This studem s work in the (C‘,E)z program is comparable to perfarmance at levels indicated:

PERFORMANCE COMPARISON

AREA
Language Arts and Reading . . ” — A
Mathematics (General) ’ __ A __
Social Studies - Governmant . B
Creative Arts ) : e A __
Career Awaraness : . S . W
Science Y . S
Others ’ ’ o %

Placemrint ﬁeenmmendatmns

While performance in mathemtiv:s and reading was above average,

Kelly's scores indicate superior ability in these areas. Observations

of Kelly's performance and ability lead us to predict a high level

of succesz in college. ’ .
Because of overall strengths, we feel that Kelly could nandle a

noral college load of classes withoutr any special provisions or

asgistance being necessary.

N | éggiggﬂ{gﬁéégiﬁéﬂ§£?§ {%éﬁi AF ﬁ??lfi_

\ i Signed " Date /

»

[~

.‘_'J

'
-
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STUDENT SERVICES

STUDENT COMMENTS

I have really enjoyed my two years at (CE)3;. The program has been a

challenge to me and helped me learn more about myself and possibilities

for my future. I began.in the program with a strong interest in auto

mechanies; this interest has been reinforced, but I have begun to
explore new directions such as commercial photography and :huainess
administration. I might not have discovered these interests without
the experiences of {CE)u. I hope to continue studies in math and

science at the college level, in addition to business administration.
and other interests include working with various kinds of

My hobbies
I have also

engines, bullding model airplanes and playing scceer.

been singing in school and church choirs for the past five years.

. bl fobline oo

Signed A\ Date

O o
SE:
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Appendix D (Sample Portfolio)

STUDENT COMMENTS

(Side Two: School Placement .Information)

College registrars expressed interest in seeing samples of a

. student's writing. They also wanted to know more about the

special activities and interests of students.

The student comments section accomplispes both purposes. Students
are advised to write about themselves 1f they wish (see guideline 8,
page 293). Since the form is intended for colleges, universities
or transfer high schools, the student might also comment on "Why

I want to attend yvour instizution."

305
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STUDENT ‘SERVICES

POCKETS FOR LETTERS OF RECOMMENDATION ‘
AND TRANSCRIPTS .

=

Two .=2parate sheets are atltachéd to the portfolio with bottom
flaps so the students can insert letters of recommendation from
employer instructors (three letters are recommended) and copies
of transcripts from schools previously attended.

\ ,
These pocket pages are'\variously arranged in the portfolio,
depending on student purposes (see guidelines for arranging
portfolio, page 299). \ :
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LETTERS OF

RECOMPMERNDATION

¥ o —
o
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STUDENT SERVICES

INSTRUCTING STUDENTS IN PORTFOLIO USE

Students exiting the program receive both the Record of Student
Performance and a set of guidelines for portfolioc use. These
guidelines offer suggestions for arranging the forms for either
employment or educational purposes, presenting the portfolio
during job interviews and preparing resumes (see pages 300-301).
The guidelines supplement and reinforce what the student has

' already learned-through work on the job application and employment
competency, which includes practice in completing resumes and
interviewing for jobs.

The fact that (CE)y students have copies of their individual
Records of Student Performance to share with potential employecrs
is a unique feature of the program's credentialing system and
students are _nstructc. in how to use the credential to enhance
job interviews. 1In addition to printed quidelines, students
receive staff explanations on how to arrange the portfolio and

- use it to best advantage.
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ﬂppendi/ﬁf D (Sample Portfolio
/

' N ; GUIDELINES FOR PORTFOLIO USE

Attached is your Record of Student Performance, which summarizes experiences ¥ou have
haﬂ in Ehe pregfam ‘iau ean LLse yﬂur perfarmam:g recﬁrd to better aavantage wu;n

1. Keep your Record of Student Performance in your possession when job seeking. 1 :ave
a resume and/or job application at a personnel offieca.

2. Keep your resume brief, factual and pertinent to the position you are seeking. Give
gpecifie :eferences tu performance record content for more detailed information. Use
a brief :na-page resume to accompany a job application and a longer, more detajled one
when a resume iz submitted alone. (The performance record itself should be presented
at the time of an interview.) Two resume forms are attached.

3. The first j:a(’gg on the right-hand side of the pegfamam:e record should always be the
Certification f Student Performance. o

ou_are §E§ki§g a job, arrange the pages on the right-hand side as follows:

a. Certification of Student Performance (on top)

b. Unofficial* copies of transcripts from other institutions (pocket provided)
c. Career Development Summary

d. &5kill Development Record _
e, Employer letters of recommendation (pocket provided) 1
f. Basic Skills Summary '
g. Competencies

h. Life Skills Summary (on bottom)

: If you are seeking admisgion to mllege or transferring to am:t.he: high 5chcml
e arrange the pages on the right-hand side as follows: : L

a. Certification of Student Performance (on top)

Unoffical" copies of transcripts from other institutions (pm:ket pravided)
Optional Scheol Placement Information IR
Basic Skills Summary

,e. Life Skills Summary

f. Crhmpe téncies

I er letters of recommendation (pocket provided) t
h. Career Development Summary

4. Skill Development Record (on bottom)

"

6. . Remember to find out whether a high school, college or personnel office wants you
to have official copies of ‘transcripts sent directly from I;her: institutions you
have attended.* ) : ) ‘ |

‘U‘

fecamndgtlm. These retcmndatlms frgm peaplée in Ehe mmun;ty are an aﬂvantage
yr;m will have over students in a traditicnal scht:al

c:f that farm Hany :ét:euung
ns are lnterestgcj in how yt,:u ex‘p:ess ygu;‘self; so if you choose to write

your nsge::t:;t:n. if y::u have quest;uns abnut any gf the econtent of
this portfolio, please call (phone) .

* Copies of transcripts in your possession are considered méff;r:;al.; Official
transcripts must be sent by high school or college registrars, who often gigm.the
document or affix a seal.

Q | " o 299
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STUDENT SERVICES

RESUME
{Short Form)

' ta brief resume should accompany the Record of Student Performance or a job application.
Try not to repeat details that appear on the job application. Refer the interviewer to
more detailed information in your performance record.) : )

Personal

Name

Address

Telephone Number

Education
Example:
High School Graduate, Tigard High School, 1975

(CE) ; Career Education Program

Work Experience

(List énlg the name of the business and the kind of work you Jid. Other:details
will be on job application forms. The length of time you were there might be useful .}

Paying jobs

Example: .
K-Mart, Stock Clerk and Cashier, part time 6/73-6/74

Learning level experiences in EBCE

Skills . - R
(See the Skill bDevélopment Record.)

Career Objective ,

(pscribe briefly your present career and education plans.)
Example:
Eventually I hope to become a journalist or commercial artist. I am signing
up for a night class in illustration at Portland Community College next term
and prefer a job that will lead into one of my career choices.

T

S
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i

‘illl' RESUME

(Long Form)

(A longer reszums should be submitted without the Record of Student Performance, such
458 by mail in response. to a newspaper advertisement.)

Personal
Name

dd

Telephome Number

3
]

k]

Education

Dateg

Learning Program

Experience
{Give the following information for all jobs held and learning levels for EBCE
. - identified as such. h . your most recent and work back in time.)

Dates

. : Telephone Number
: . Position
i Responsibilities

Suparvisor

Interests

(Indicate hobbies and extracurricular activities.)

Personal Data

Marital Status

Number of Childrar

: o Character References

: {Give the names of at least three people who know you well, other than the employer
references riven above. Be certain you give current addresses and teléphone numbers
for all references.) ) '

ent career and education plans. For example: "Eventually
: ) [ ] 4 journalist or commercial artist. I am signing up for a night class
. in illuZrratior - PCC next term, and prefer a job that will lead into one of my

pu
Lo~

W
]
oo
Iy

ko]

[a]

I

e iy

£
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APPENDIX E
_Summary of CansuTtaﬂt Recommendations:

Portfolio:Review

In the spring of 1974, a team of consultants reviewed (CE)3's
‘Recoard of Student Performance. Their review is summarized on

. _ th¢ following pages.

F s
'-“

/. , 303




O

ERIC

Aruitoxt provided by Eic:

A

STUDENT SERVICES

The

ONE REACTION TO FINAL (CE), PORTFOLIO DESIGN

following comments by one portfolio roviewer--the

director of admissions at a large university--indicate
that the (CE)E credential seems to have effected an
acceptable method of translating the program:

Your record is unique in my judgment, and in
my work I have seen thousands of different
secondary school transcripts.

Employers should receive this record of
performance with enthusiasm, for it tells more
about the student as a person than any other
high school record I have ever seen. Indeed,
it puts the traditional secondary record

to shame.

Admissions officers, on the other hand, will
still be faint with praise for it. A few years
ago, this might have been damaging, but several
things have haggened to virtually assure that
the lack af‘gradgd work will not serve as an
impediment tb\callege admissions for one of
your alumni. i% the first place, admissions
officers have beeﬂme accustomed to working
with ungrad=d re:ards.g»Indeed they are used
to working with rer:ords that supply far less
information on which to base their objective
or subjective judgments than this one.

Coupled with~this consideration 1is the fact

of general static and even declining college
enrollments in the last few years, which has
tended to change inflexible adminis*rators °
into "nice guys" flexible enough to deal

with problems of this kind.
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Arpendix E (Portfolic Recommendations)

SUMMARY OF CONSULTANT RECOMMENDATIONS

The following list indicates consultant recommendations from a
1974 review of the (CE)s Record of Student Performance. These
recommendations wer'e implemented vartially or fully in the final
design of the portfolio forims appearing in Appendix D. The
reviewers' comments are summarized here to indicate the kinds

of concerns that affected final portfolio design.

General Recommendations

1. Provide a record that is less time-consumiig to read.

2. Test scores are valuable if only in adding objectivity
to otherwise subjective material.

3. Number items to facilitate scanning the forms.

4. For job applications, provide a detailed student resume
with reference to the portfelio for further information.
(See student guidelines, page 301.)

5. The information given is very good but tends to be too leng.

6. Explain any omissions or waivers of requiremernts for
the student.

7. The strength of the portfolio lies in its organization;
it is easy to scan and to pick up the important
information at a glance. ’

Specific Recommendations

Certification of Student Performance

1. Side two staff comments should be more specific and deal
less in generalities.

2. Add attendance records.

3. On side two, include information about how the student gets
along with employers and coworkers and reacts to criticism.

4. Information about personal traits would be excellent for
personnel offices (applies also to employer letters of
recommendation and Basic Skills Summary).

LS
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Staff comments should include znalysis of both strengths
and weaknesses of the student.

Evali.ition by teachers indicating quality of achievement in
each area would be useful (applies also to employer letters
of re~ommendation and Basic Skills Summary).

Include transcript from high s:haal‘(packét subsequently
provided, see pages 296-297).

Career Development Summary -

State how much time is spent on each site experience=-=that
is, one or two days versus one or two weeks.

[V

Provide more details about explorations, such.as duration
and tasks performed.

Skill Development Record

1.

Include the level of performance for each job skill.

Student Placement Information

1.

(¥, ]

Include information that will help admissions officers and
‘egistrars pla-= students in specific subject areas, such
as mathematics, language or the arts.

H

Provide information regarding comparability to units or
credit. .

Letter grades are "fairly good shorthand" for admissions
officers and registrars, particularly if accompanied
by descriptions.

College entrance board scores would be useful.

Some universities use very objective criteria for
admissions; how can they determine, for example,

whether an individual has met the State Board of

Higher Education's minimum GPA requirement?

For more complete placement information in mathematiecs
and English, it is advisable to have students take the
ACT and CEEB tests.

.-
-
L
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Appendix E (Portfolio Recommendations)

0 Conflicting Reviewer Comments

(CE), staff were confronted with some conflicting comments by
different reviewers of the portfelio. For example, one reviewer
- said:

Without letter grades in the student's portfolio, we
would be hard pressed to determine advanced placement
and scholarship recipients under our present system.

‘In contrast, another reviewer said:

You are defeating your purpose if you have an ungraded
svaluation program and then end up having it translated
into letter grades.

Furthermore, some reviewers wanted less narrative and more
"strict information," while others wanted more narrative
describing the student=-"history in the program and what

. kind of person the student is." '

These comments are examples of the dilemmas inherent in designing
an alternative credential that should tell everyone what they
need to know and still be true to program goals. Such conflicting
reviews were very helpful to staff in their deliberations, but
final decisions still had to‘be weighed in terms of basic program
o philosoephy. .
Another source that may be helpful to EBCE programs in determining
the format for a final student performance record is a survey made
of four- and two-year colleges in the nation concerning the kinds
of credentialing information they need from alternative education
programs. This survey, conducted by the National Consortium of
Experimenting High Schools, has been published as The College
' Guide for Experimenting High Schools, James Bellanca and Howard
Kirschenbaum (Adirondack Mountain Humanistic Education Center,
Upper Jay, New York; First Edition, Fall 1973).

® _ s
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Index

INDEX TO EBCE HANDBOOKS

ACCOUNTABILITY €:77-91; 5:168-176

ACcountability Write-Up C:88-89%;
5:118-119*, 173-174
Attendance (onsite) C:159
Career explorations C:i 129, 15
Community expectations $:16H-1691

Competencies C:342-3431
Consequences C:80, 85-87%; 5:172-174
Definad C:77

Employer seminars €:461

vuidance 5:170

Learning levels ¢:298-299

Negotiation/conferences c:77, 79, 80,

B5-87; 5:172-174
Parent involvement C:90-91:
Projects C:208-209, 256
Reporting (:B6-89
Skill building levels ¢:298-299
Staff discussions 5:177-1a1
Standards C:78%; 5:169+
Student journals C:418-419, 431
Time management C:88<90, 25¢

g2 also Action Zones, duidance

ACTION ZONES (school year)
Debriefings C:67-588+%; 5:180-181

Defined C:BL; §:171

Guidance framework §:171-172

Negotiation (C:82

Samples 5:2131-229

ADMINISTRATION, see Administrator,

Accountabiliey C:85; 5:173-174

Board relations M:172-173

Budgetr M:95, 102

Business management M:106-114

(CE)2 position descriptien M:51

Curriculum C:18

Employer/community relations M:151=
171, l84-1a8

Guidanes €:150

Personnel management M:68, 71, 79,

§:173=174

ASSESSMENT (students) C:54-65

ic L C:27-28, 54
}Eehaviar C:61; 5:177-180

Career Developmant C:33, 56, 116, 145

Diagnostic testing
Evaluating progress
Life skills c¢:21, ED

Learning plan cycle C:44-45

Staff rol-3 (C:62-65

Student Behavior Hecord §:179¢
Student Profile (C:55%-56; 5:98-99+
Student self-analysis C:56-5a%

see also Evaluarion

BASIC SKILLS C:24=30

Advanced/remedial work C:29, 251-352

Assessment/evaluation C:27=-30

Basic Skills Prescription Paﬂ C:B15+%

Career explorations C:114

Dafined C:24

Delivery C:26%=30

EBCE approach (C:24-25

General program work C:29

Individualized Learning for Adults
{programmed materials) (¢:30, 251

Integration C:310

Prescription C:28-=29

Profiles (assessmen%) C:27-28

Projects C:246, 251=255

Self-assessment exercises (onsite)
C:255, 629%=815

Student journals C:416

usiness Management, Governance,
TEES%ESS janagement, Governance, see also Classes, Tutors
Policymaking
' e BO! F DIRECTO e Governanc
ADMINTSTRATOR H0ARD OF DIRECTORS, see Governance

BOARD OF EDUCATION, see School 8Scard

BUDGET M:95-102

Approval M:311, 102
. M:96-99
Format M:100-101%
Planning M:29-30, 95

BUSINESS FORMS

8l, a7 Budget format M:101*
Record of Student Parformance $5:272- Monthly Financial Statement M:105%
274 . Student Transportation Agreement
School district relations M:1713-174, M:131*%; 5:78=79*.
190-192 Student Transportation Options

Student recruitment S:15-16
Waorkload M:58, 263

see 3.iso Parsonnel

ADVISORY GROUP (postadoption) M:315-16

ASSESSMENT (learn ng sites), see Learning

a8
Site Anglysig Form

M:132%; 3:80-81*

Student Transportation Route M:134%;
5:84-85* . .

Transportation Reimbursement Raquest
M:135%; 5:86-87%

Transportation Requsst M:133%;
5:82-823*

Tutor Service Agreement M:78*%

The index includes references to all four EBCE béndbc@ks. Page numbers are precadad by

the following code:

C = Cur;zculum & Instruction
E = glayg:/ismmuﬂ;ty Rbsau;m 5

M = Managemont & OFganization

§ = Student

*{.oilowing a numbnr) indicates sample form, i1lw tration, displuy or Flow chart

Ty
[

Wl
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Ce
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STUDENT SERVICES

M:21-135 CLASSES (:26l-l62 0

responsibiliti M:10 . - . -
esponsibilities - CLUSTERS {job} E:22, 171

el
[}

Audit M:98

COLLEGE ENTRANCE (student gqualifications)

udget = M:95-102 o M:146; 5:65, 292-293*, 304
Financial reports M:103-106& TR mTEEe e o T
Fiscal agent M:107 . 5se 4also Credential, Graduation
fiscal procedurss M:107-109 Requirements

Forms summary M:114%

Health/safety requirements M:120 COMMUNICATIONS (program)
Indemnity Covenant 15-116, 119+

Letter of Intent M:115-116, llg+
Recordkeeping M:111-112
Tax-exempt status M:104-105

8oard of directors HM:172-173
Jommunity groups M:165, 186, 189
District teachers H:l?é-l??, 279
Employers M:144-145, 184-186; 5:134

See also Busisess Forms, Facilit,, Other education programs M:146, 190-
Insurance, Reimbursements, 192
T ats Parents
School dist
ClS., see Career Imformation System Staff
State
CTBS, szee ﬁprehens; Test of Basic i4,
Skills . ' State regulatory boards M:186, 192
Students M:169, 179-180, 183; 5:132=133
CAREER DEVELOPMENT C:31-36 Unions M:144-145, 186=188

o - Visitors M:166
Assessment/evaluation C:30, 14 Visitor 1:166

Career counseling C:l4H-=150, l56&-1GA, see also Information (student),
421=-422 Orientation (staff), Orientation

Career Information Systom C:115, 145, fstudent), Parent Reporting,
6317-6139* Recruictment (site), Recruitment

Dafined C,Bl (s tudent)

Delivery C:32%=35

ESCE approach ¢C:3l COMMUNITY RELATIONS 'M:132-193

Integration (:15

Learning cbjectives/delivery techniques
C:587-594

Community input M:168=171
Describing program M:143-147, 176-
177; E:198-200, 224-:26

Pres ~:331=34 . X - - 5 e
s§1f D;Egiigd ggjici c:116, 145, ndo- Evaluation of M:170-171, 193
641 o ﬁeae:at%qq support M:21=23, 151-152,
275=278
see also Parent Night M:181
Semina Fregsentations M:164, 165-164
u:;l;z Press relations M:155-156

Program name M:149
CAREER EXPLORATICNS C:105-16&6 Program reprasentatives M:148
FPublications M:156-164
Recordkeeping M:153
Surveys M:170-171

Carser counseling C:148-150, 166-168
Defined ¢C:105, 111-=115%

Employer instructor che:ki;sﬁ €:139 Fiomna riale M.1E
. ST Visual materials M:164
Exploration Package le) C:169-)8B6
Learning objectives 2 i#ee also Advisory Group, Communications

Project activities | € {program) , Group Activities,

Site selsection C:145, 148 Information (student), Plannina

staff roles C:108¥%, 126-127; E (program)

Student steps to follow C:141-

Titw rvequirements C€:129 COMMUNITY SURVEY (precadoption survey of
interest) M:21-23

see ulso Employer Instructer, Site

veilization COMPETENCIES (Life Skills area) C:331-408
CAREER INFORMATION SYSTEM C:116, 145, Certifiers C:345-347%, 511-512
8317-519#* Community participation C:332, 339,
357=358; M:169+

CERTIFICATION (staff) M:61 {continued)}

The index lﬂ‘ludés references to all four EBCE handbooks; padge numbers are preceded by
the following code:

C = Curriculum & Instruction M = Management & urgarlzatian
E = Employer/Comm 1ty Resources 5 = Student Services

*(following a number) indicates sample form, illustration, display or Floas chart

Q 3 ‘ .
« 312 : 21
ERIC | 31
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COMPETENCIES (continued)

Defined C:331, 3135-317
Developing competencies
Listed (:346+*
Resources C:347, 401=403,
Staff roles C:134%, 318
Student steps to follow C:351-352%
Student Workbook (C:355-407

C:339=341~

512-513

COMPETENCY

Y

COMPREHENSIVE TEST OF BASIC SKILLS
54

C:27,

CORPORATION, see Covernance
COSTS, see Budget

COUNSELING, see Career Develiopmenc,
uidance, Negotiatien

CREATIVE DEVELOPMENT (Life Skills area)

EBCE approach ©:521= 522

Learning objectives ¢

Project (sample) C:525-5
CREDENTIAL (student)

(CE) 2. Record .of Student Performance

(sample) 5:265-297
Format 5:65-66
Grades/credits ' 5:63-54, 292-201%
Program mmﬁlaﬁ;aﬁ 5:37, 289
Purposes 63, 134-=135
Raview 5:65, 1303-1307
Staff roles S5:36-38, 269=271
Student ingtructions §:133, 298-1301

see also Graduation, Transfer

.CRITICAL THINKING (Life Skills area)

areer exploration process C:113¢
BCE approach D:531-532
éf ning cbjectives C:5311%
roject (sample) ¢:5135-541

ct writing C:229

up activitisg (C:271=272%

M ﬂh

"U ‘

ec
EG]e
Wrap=

5]
P
CURRICULUM C:3=36

Basic definitions C:7-13
EBCE Learning Path C:6+%;
Outcome goals C:14-16
C:3=4

m

E:9*

Furposes

see also Basic.Skills. Carcer
Bevslapmen&,'farEé: Explarseiuns,
Lea:n;ng Lévels, L;fe Sk;lls;
Projects, 5kill Building Levels,
Student Journals

DIAGNOSTIC TESTING C:54-56

Index

DIfFiOMA 5:37-38

DISCIPLINE, ses Accountability

ERS, see Employer R

Employer Instructor

eldtions Specialise

EMPLOYER, see Employer Inscructor,
Recruitment (site)

EMPLOYER INSTRUCTOR

EMPLOYER INSTRUCTOR DEVELOPMENT

Careser exploration

_Feedback from employers

C:119, 152-154;

al-32, 35,

:308, 312, 318-319, 322-326; E:l6
Er@jacﬁ Evaiugzlan C:365
E:43-44

E:159=162, 5:62

see :lso Employer Instructor
Development, Recruitment (sits),
Site Utilization

E:63-102

Audience - E:78-=79
Conducting sedsions
Defined E:631-66
Evaluation E:43-44

E:66*, 99%

E:B2%=84, 100-
101, 215-221

Feedback session E:76-77, 92,

Invitations E:95=96%

Materials E:98, 205-213

Orientation session E:75, 91,

235=242

135-200

Jusstions & answers E:75-76, 91=92,
223-228

Hecordkeeping E:B0=-81

Feimbursement E:23-25, B0

Sample agendas E:91-92*

Scheduling E:93-94

Staff roles s, B9=T70, B5-8B

Training needs 71=73*, 87-89, 201-

204

Training session E:76, 92, 229-234
EMPLOYER RELATIONS SPECIALIST

Assegsment role 33, 56, 631-64

(CE)2 position descrlp;;mn M:53

C:126

Career explorations

Employer instructor dsvelopmant

Guidance 5:150

Learning and skill building levels
C, 95

E:69

M:61-63
kez@rdkeeglng 5:59-60

Site recruitment E:131-15

Site utilization E:1l0-111, 141-149
Workload M:59-60, 265

The i1ndex includes :Ffé;enees to all four EBCE hgndbﬂaks, pagye numbers are prs;éded by

the fall@uzng code -

Curf;kulum & Imstruction
= Emj glc;ﬂr/Cbmmuﬂgty Resourcas

C o=
-7 E

M
g

Mandgzeme At & ﬂrganizatian
Studeﬂs Services

]

*{followiny a number) indicatns sample form, iliﬁstfﬂﬁiéﬂg display or flew chart



STUDENT SERVICES

£
EMPLOYZR SEMINARS (C:455-474 FORMS (continued) .
Agandas C:466-470 _ See also Business Forms, Instructional
Lamrurlgy involvement C:461, 4686 Materials, S5ite Forms, Student Forms

d C:455, 459 .
es  C:472-473 FUNCTIONAL CITIZENSHIP (Life 5kills area)

EBCE pgrcaﬂh C:544~-545
Learﬂ ng nb]etﬁ;var C:543
Pr

EMPFLOYER TRAIHING, 502 Employer Instructor

Lezve lopmen £ . -
= GOALS ({program outcomes) C:l4-16
ENTRY/EXIT, see Proyram Entry/Exit sec also Learning Objectives, Learning

Plan Neyotiation

/BLUATICN (program)
= £ : IVER 4 :25=40
Community relations effectiveness COVERNANCE . M:25-40

M:193 Advisory group M:15
Employer feecback E:82%-84, 100-101. Bylaws M:223-213
138=139, 215-221 ilonsorcium M:36
Employer instructer effectiveness ' Corporation M:36~17
E:43-44 Relationship to district M:38-33,
Questionnaires for partieipant 235=242
feedback M:170-171 School board M:35
Staff affectiveness M:87-88 Separate board of directors M:36

. . , . see also Flanning. Policum .
EVALUATION (student) see 4lso Flanning, Folicymaking

Basic Skills C:130 GRADES/CREDITS, sSce Credential
Career Development (:314
Exploration Package C:165 GRADUATION

sarning/akill buildi levels T 292~ T . ., -
Le§§§1n§§$g§§é puilding levels (:292 Diploma 5:17-38

Farly comp ion 5:37-38

Life Skills/projects C:22, 266-270 rly completion $:37-38
Ztudent Performance Review C:293-29] late completien &§:18

tucen £ Record of Student Performance §:37=38

see also Assessment, Learning Pran
Syele GRADUATION REQUIREMENTS C:52-53; 5:272-
. 273*
EXPLORATION PACKAGE (sample) C:169-186
s e v . GROUFP ACTIVITIES
Explained C:119-121 [1ES

Sample C:169-186 CEmployer seminars C:455-474
ce xlcn Carear Bynlarabinme Meetings, student/staff M:180; 5:166-
see also Career Explorations 167
EXTPACURRICULAR ACTIVITIES M:192; S: 19y RelTeat, student/staff M:180; S:l62-
FACILITY Social activities M:180-181
(CE) 3 floorplan C:487*; M:126-128+ GUIDANCE 5:119=194
hoosing le 19n é 125 0, 201 s & ien e
shjgﬁgsgaiziiﬁlinlgg 12 130, 2 Action zones 5:171=172
,isgran:e w117 Adult roles 5:146-152, 158"
i;,;g.iﬁé H:97. 121-128 (CE)3; examplea 5:148-149, 157, 175-
Purposes C:476; M:121-122 176,. 186, 190-194 o
Cgmmuﬁlty expectations 5:143-144+%,

FILES _
Instructional wmaterials ¢€:493, 501-504

Office records M:111-112

; Student records $5: 54-58

5:172-174, 1a3-184

139-140, 143

in cycle 5:151=156

5:154, 157

5:174, 183-186
$:177=182*

Ful4s (summary of {CE)z) M:l14

(continucd) (eontinusd)
The index 1n¢1ud§s reforences ko al; Four EBCE hanﬁbaﬁks, raqe numbers are preceded by
the foliowing code:
’ 'urrigulgm,g:{psgruétisn M Hanﬁyement & D;gan;sa;;gn

§ = Student

“{following a mﬂber) iﬁdi:atgs sgmplg fatm, illustration, displa or flow chart

%
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GUIDANCE (continusd)

Referrals 5:187

Recreat, student/staff 1
Small group meetings S:1466
Staff discussions 5:177-1B1

Zone debriefing 5:180-181

see also Accountability, Caresr
Development, Negotiation, Orientation
(student), Rscruitment (studenc),
Student Journals

ILA, see Individualized Learning for
Adules

INDEMNITY COVENANT E:45, 47; M:115-116

Samzles E:131; M:119

INDIVIDUALIZED LEARNING FOR ADULTS (Basic
5kills materials) €:30, 253

INFORMATION (student)
Audience needs 5:47-49
Program needs 5:45-46
Reporting procedures

5:132=-1135
2ge alszo Parent Reporting, Student
Forms, Student Records

INSTRUCTIN (content areas), ses

Curriculum

Campezenmes Workhook (:3159-408
Exploration Package (:169=186
Individualized Learning for Adults

(Basie Skills) €:30, 253
Pradesigned project samples (C:525=530,
535=541, 547-553, 559= 572 577-588
Project Writing Guide (€:329-232

Student Handbook 5:197- ?Hl
Student Journal Guide (:435-452

see also Learning Resources

INSTRUCTIONAL STAFF, see Administraor,

Index

INSTRUCTORS (continusd) .

Specialist, Learning Manager,
Learning Resource Specialise,

Student Coordinator, Tutors
INSURANCE M: 115 119
Basic requirements M:115

(CE); coverage M:116=117

Employer protection M:115=

Indemnity Covenant E:45, 47, 181%*;
HM:115=116, 119+

State Accident Insurance Fund M:115-
1i&

JOB ENT
X

Ski

RY SKILLS (acguisition of), see
il Bu

ilding Levels

JOURNAL, see Student Jouinals

LSAF, see Learning Site Analysis Form

LABOR, see Unions
LEARNING CENTER, s5ee Facility
LEARNING LEVELS C;gﬁijg'?

Definaed C:277=278, 283=285

Employer instructor checklist

Projects (C€:291-292

Site selection C 113-314

Skill develop C:290

Staff roles C;EED 296=-297

Student Evaluation of Lsearning Site
C:294

Student Performance Review (:292-293

Student steps to follow C:310-311,
316=317*

see also Employer Instructor, Site
ytilization

C:312

LEARNING MANAGER

Assessment role (:56-57, 6£3-64

Employer Relations Specialist, (Ci), position description M:52

Learning Managar, Learning Resource Career explorations C:127

Spacialist, Student Coordinator Employer seminars C:460

see also. Personnel ;giéa;:g $:130 .

) ) Le';a;‘ning’ lavals (:297

INSTRUCTIONAL STRATEGIES, see Career C:205-206

Explorations, Competencies, Employer

Seminars, Learning Levels, Projects, Skill building levels C:297

Skill Building Levels, Special e dnnk Smiemale e AT a7 A

Placements, Student Journals fé;u@gnt j@prgal,s ;;qggsqzq

! T Workload M:59, 264

INSTRUCTORS, see Competensy Certifier, see also Personnel

Employer ipnstructor, Employsr Relatlions

(centinued)

The index includas references to all four EBCE

. the followiny code:

rigulum & Instruction
= Em laygr/c:qg urii Eg Eésﬂugf:és

*(following a number) indicatas sample

Q _ :3
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M= Héﬂa ement & Organization
5 = Student SErv.iégs

form, illustration, display or flow chart
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STUDENT SERVICES

LEAFNING OBJECTIVES
Career Development C:587-594
Creative development (C:521
Critical thinking ¢:531
Definad C:9
Functional citizenship (:543
Learning Site Analysis Form C:236-241,

655~660

Personal/social development. C:555
Projects C:236--241
Science (C:5713

LEARNING PATH, EBCE C:6%; E:9%

LEARNING PLAN CYCLYE C(C:44-48, 284; 5:153=
156

LEARNING PLAN NEGOTIATION C:39-102
Accountability ¢:77-91
Action zones C:81-84
Assessment/evaluation C:45-46
Conferences C:56=59,-231-234
Defined C:39-40; 93
Graduation requiraments C:52=53
Information sharing C:66=71
Integration C:47
Key steps (C:95-100
Learning plan cyecle (:44
Learnina 5 Analysis Form C:72-75
Presery, . C:48

see also Cireer Explorations,
Compatencies, Employer Seminars.

Learning Levals, Nagotiation, Projects,

Skill Building Levels, Special
Placements, Student Journals

LEARNING RESOURCE SPECTALIST
Assessment role C:63=64
(CE)> position deseription M:54
Competencies C:338
Guidanece. 5:150
Learning rescurces C:484
Projects (C:205, 258=259
Qualifications M:61=63
Recordkesping 5:60
Workload M:60, 266

see also Parsonnel

LEARNING RESOURCES C:477-515
Basie materials C:491-493
Bibliography C:6431-653
Community - C:499-502
pefined C:477, 481-482
Employsr sites (:494-498
Equipment C:505=507
Facility requirements M:121, 12
Student resource uses C:482-483
s#e also Classea, Employsr Inatructor,

Spacial Placemsnts, Tutors

o

LEARNING SITE (dafined) E:19

LEARNING SITE ANALYSIS FORM

Employer instructer role E:112-115

Employer relations specialist role
E:112-115

Learning levels C:300-301, 320-321

Laarning objectives C:236-241, 655-

660

.;argle fﬂﬁ&flaming objactivaes/
projects £:595-627; E:231-30%
Sample interview E:243-271

LEAFNING STRATEGIES, sse Carmer
Exploratiens, Compatencies, Employer
Seminars, Learning Levels, Projects,
Ski1! pullding Levels, Studsnt

See also Insurance, Transportation

LETTER OF INTENT E:35-36, 45, 47; M:115=
116 )
Sampleg E:179; M:118 -

LIABILITY, s«¢e Insurance, Legal Issues,
Transportation

LIFE SKILLS (C:19-23
Aszessment/evaluation C:20=22, 266=270
Defined C:7-8
Delivery C:20-23°
EBCE approach €:19-20
Integration C:23
Prescription, €:21-22
Project focus C:242
See also Competenciesz, Creative

Development, Critical Thinking,
Functional Citizenship, Personal/
Social Development, Projects,
Scisnce .

LIFE SKILLS OBJECTIVES, see Competsncias,
Creative Development, Critical
Thinking, Functional Citizenship,
Parsonal/Soczial Devalopmant, Scienca

MANAGEMENT, see Administrator, Businass

Management, Governance
/

MATERIALS, see Business Forms, Community
Ralations, Instructional Materialsz,
Learning Resources, Site Forma,
Studant Forms

NEGOTIATION (students) C:43; S:154
{contdinuad)

The index inciudas refarences to all four EBCE handbooks; pages numbers are pracedad by
the following coda: .

C = gu;:’iculm, Iﬂstnh:tién f mant & ( ;, L zatian .
*rfgliaviﬂg 4. numberr) indic:afa; s;mp.la form, illua::aﬂﬂﬂ, djsplay or flow chart
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Index

HECOTIATION (srudents) PEFSONNEL (continued)
Q {continued) .
ion
é ]
H:537-4
Planning M:47-49, 253-2&0

Recruitment M:65-69
Salaries M:72-71

Staff development M:31-86,
S5taff roles M:48-57
affirg Egs._sfrz- H:47-49,

se2 also Adminiscrator, Employe
) .

ORIENTATION (student) C:92; $:27-15, Relations Sgecialist, Lea
led-16l Manager, Learning Resource
Specialiset, Student Coordinator,

Career explorations (:13
Competencies C: 350-351
Content 35:28=13C0
Employer seminars C:470

Support Staff

PLANNING (program) M:3=40

General program introdustion 5:37-334 Approval M:131-14
Learning levels C:307-311 Budget M:29, 11, 95-102
Learning resour C:489=-490 thronolegy M:10-11%, 15-16
Mid-year orientation 5:34 Community support M:15-23
Frojects 2 Coordinater M:13-14
Rearientation warkshaps 5:14 Funding M:29=30
Sample agendas 5:31-32, 243-363 Governance M:25-26, 35-19, 197-201
Skill building levels :307-311 Planning group M:15, 17-20
Staff roles 5:27, 160-16&1 Policymaking M:40, 243-251
Student Handbook 5:28, 197-241, 2486 School district cooperation M:7-9
) Student journals C:426-428 State requirements H:27-28, 203-221
i Suitability to district M:7-8
. PARENT INVOLVEMENT see also Community Relations, Facility,
Advisory group M:315, 168 Personnel, Transportation
Guidance 5:174, 183-1H6
Parent ' Night M:18]1 FLANNING AND MONITORING (student learning),
Program planning M:17=20, 22, 125 see Learning Flan Negotiation
Social activities M:180-182
Student accountability £:B85, 86, 90-=91:; PLANNING GROUP (preadoption)
5:173=174

O Functi :15, 17, 19
Student learning plans HEMS;;:? Hﬁf;i;' 1€
Student recruitment M: - FRhip Ril ;

Task forces M:l68

POLICYMAKING
see also Parent Repoerting

PARENT REFORTING (C:69-70; M:181-182;

(CE ) B 747’ 7”;; 233
§:1313=134 (CE) y -dwd M:223=233

(CE) ; policies summary M:243-251
- Legal issues M:27-28, 203-221
PAY, see Reimbursements Operating procedurss M:35=40, 235-242

FERSCHAL/SCPIAL EEVELDF’HENT (Life 5kills Qrgggiigflanal aleernatives M:25-26

area)

EBCE approach C:556-5.g see alse ﬁayerﬁan;{z; Flanning
= ing cbjectives ;555

Project (sample) <C:200-205, 559-572

PRESCRIPTION, szee Lesrning Plan Cycle,
Learning Flan Neyotiation

PRODUCTIVITY (studentq cnsite) E:163,

Contracts M:75=77 ; 275-276%
(eontinued) : (c::in tinued)
Tha ;nde: includes feferem:ss to all four EBCE handbooks; page numbers are praceded by

the following cods:

. Curriculum § Instruction
. £ = Employer/Community Rescurces
"(following a number) indicatea sample form, illustratien, display or flow chart

by &

- SEud&ﬂE s'eﬂr cas
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STUDENT SERVICES

PRODUCTIVITY

FROGRAM COMPLETION
5:460,

PROGRAM DAY,

(student onsite! (concinusd)

also Reimbursements

REQUIREMENTS (C:32-33;
272=273%

also Sraduation

see Schedules

FROGRAM ENTRY/EXIT S5:3-18

PROJECTS C:

. Annotated form (C:227-2

Hecord af Student Performance 5:63=66,

5:70=75
Crientation
(student) , EEQIUJEHEHE (studene),
Student S5election, Transfer

2
Basiec Skills C:246, 251-25%

Defined (:189, 195-198
Employer/community sites C:210-212, 245
Evaluation C:248-250, 266-Z70

Individually negotiated projects C:197
Learning manager role C:205-206

Life Skills C:242, 519-586

Negotiation guidelines (:234
Fredesigned projects C:196

Project Writing Guide €:239-=232
Student steps to follow C:222%=226

see alse Creative Develapment, Critical
Thinking., Functional Citizenship.
Learning 5ite Apalysis Form, Life
8kills, Pérsanal/Social Development,
Siclence

RECORD OF STUDENT PERFORMANCE, sce

Credential

RECORDKEEPING

Career explorations C:
Community contacts M:
Competencies C: 349
Employer instructor development E
81
Guidance
Learning sites
125=1133, 141-149.
Projects (C:215
Srudent jourmals

:AN-

§:177-181
C:302-304;
164

E:47-50,

C:425

$ee also Business Forms, Files. Site
Forms, Student forms, Student
Records

RECRU UITMENT (site) E:3-60

Adding sites to network E:6%, 54-60

(CE) site list E:183-190
{continuad)

RECRUITMENT (site)

RECRUITMENT (staff)

RECRUITMENT (student) §:

{continued)

Concerns/questions E:39-40
Defined E:3=6

Distance/time restrictions E:16-18*

Employer Infarﬁat;nn Packet E:175-1B1
Identifying sites E:52,57
ngentives

E:23-235, 173=174

g'ds 47, 181+

[ I e e ]

E:35-356, 45
137, 45-=46, =1
g E:47=5%0

ruiting letter E:28%
Selé:tlﬂ’ criteria E:41-44
staff roles E:13-15°

Student site needs E:19-22, 54-55

M:65-69
Appliecation forms S5:1

2=

Parents M:183; 5:20-22

Presentations M:183; 5:1
a
7=

School district approv
Selection criteria §5:
staff roles 5:11, 160
Target audience 5:9
Timetables 5:14

see also Student Selectien

"

REIMBURSEMENTS

RETREAT, STUDENT/STAFF

3%

Board stipend M:99

Business éxpénses M:109=110

Emplayef instructor development E;23-
M:99

H;lgagg, sEudenzs M:134=135
£3 %1 M:72=73
Student learner va. earner EBE:163, 275=

Finaneial M:103, 106
Parent C:69-70; M:181-182; 5:13131=-1234

see alse Information (scudent)

5:162-165

5C, see Student Coordinator

SD5, see Self=-Directed Searzh

SCHEDULES

Daily program hours 4:76
Program year M:75-7¢

staff (sample weeks) M:261-267
Year-round school M:75

EhE f@llcu;ng cnde

*ffollowing a number; indicates sample form, illust
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¢ = curriculum & Instruction

E = Employer/Commy 1 E Resources

)
2
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Qj

= Management & Dtgan;;at;an
= Student Services

ration, display or Flow chart
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SCHOOL ACTIVITIES ASSOCIATION M:192

SCHOOL BOARD *
Information needs M:103

Initial contact
Program approval

Learning objectives
Froject {samples) C: 577—555 &21-627

SELF-DIRECTED SEARCH ¢C:116, 145, 640-641

5ITE FORMS
Card file E:47-4@*
Certificate of participation M:185
lder E:47=48
-4

17=
Emplaygf Card E:50+*, 126

Employer Information “acke E:175~181%

Emplayef Instructor Report (past card)

E:49, 125-126, 130-

Indemnity Covenant 181%;
M:115-116, 1ll9+
Learning Site Analysis Form C:595-616%;
£:249-2569%, JB3-236+ .
Learning E;te Utilization &§:106=107*
Letrer of Intent £.25-25, 43, 47, 179+

M:115-116, 118*
Maintenance Visit Pecord E:127*;
-11D 131!

Contract E;lEE—LZQ*, S;QE QJ*
Student Evaluatioen of Learning Site
Sillnﬂlli

Studant Infarmat;gn Cé:d E,
5:127=1329%

E:142-143

Learnirg/skill building levels C:30Z,

313 3157 E 1§§ L#E

Index

SITE UTILIZATION E:l05-167
Defined C:105-108+*
ERS chronology E:140-149
Employer instructor role E:119-120,
155-161
Evaluatio E ¢=139

Learning productivity E:140, 163-164,
273=276 -
Learning Site Analysis Form E:112-118,
154-155, 243-271%, 281-296
Materials E:137
Pathway to Empleyer Site Learning
E:206=207"
EEEB'ﬁkEEELng
Staff roles E
Student plaiem&nt E:150-151, 156-158
- Student progress E:164
Support to employir instructors E:119-
124, l65-166

(%]

ee also Career Explorations, Employer
Instructor, Learning Levels, Learning
Site Analysis Form, Site Forrs, Site
Placement Procedures, Skill Building

Levels, Special Placements
SKILL BUILDING LEVELS (C:277-278, 285
staff roles (C:280
see also Employer Irstructor, Site
veilization
SPECIAL PLACEMENTS (:211, 260

STAFF ROLES, sce Administrator, Emplcyar
Relations Zpecialist, Learning
Manager, Learning R,sﬂufﬂe
Specialise, Student Coordinator

sec also Personnel, Support Staff

STATE DEPARTMENT OF EDUCATION
Apr
In

proval M:34
formation needs M:191; 5:48
Requirements M:27-28

STUDENT ACCOUNTABILITY SYSTEM, see
Accountability

e LY _ P - =
STUCENT COORDINATOR

Agsesament role C:54, 62-64
(CE'y position description M:55
Guidance 5:150-151, 178=179
Qualificationg M:61-63
Recordkeeping 5:60, 270
Stuﬂﬂnt orientation §:27
Studant rertu;tment/selgctiaﬁ 5:11,
18, 22
Transfer/graduation s i5-18
fﬁﬁﬂt;hued)

Lndex includes ruforepces to a;l four EBCE handbaﬁks, pade numbsrs are preceded by

by
the Following codo: -
C = Curriculum § Instruction M  Management & Organization
b = Employer/Community Resources g = g;gﬁgﬂs Services
*(following a number) jndicates sample form, 111 tration, digplay or flow chart
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STUDENT SERVICES

STUDENT COORDINATOR (continusd)

CTOE Repu:t 5:94"

nstr
Student Booksz 5:105-106
ng Site Utilization S:106=107+
Learning 3tyle Self-Assessment 5: 121i-
1213+
Life 5kills Project Record 5£:96-G7*

Master Record Book 35:95
Project Evaluation $:124-126+

Record of Student Performance §:63-66,

265-301*
'f;qn fnfDUE ShEEE 5285*595

Contract 5:92-93*
Student Application 35:69-75%
Student Evaluation of Learning Site
5:110-111*
Student Experiencs
Student Informati
Student Féffgfﬁﬂnté Review
Student Profile 5:98-99«
Student 5tatus Board §:114=115+%

Student Transportation Agresment 5:78-

79+
Student Transportation Options
Student Transportation Route. 5
Transportation Reimbursement Request
5:86=87* .
Transportation Request 5:82-831%
Weakly Time Report 5:90-21%
Zone Debriefing S:116-117+*

$v2 also Instructional Materials

STUDENT GOVERNMENT M:189, 179

STUDENT HANDBOOK S5:248, 130, 197-241

STUDENT [DENTIFICATION PLACARD o:135

STUDENT JOURNALS C:411-452

Bagic S5kills C:41e
Defined C:411, 415-417

Responding to journals C:420-424, 410

Aole summary C:414
Student Journal Guide (:435=452

b

STUDENT MEETINCS

Employer seminars C:455-474
Monthly staff/student M:180
Zmall group 5:166=167

ZTUDENT FECORDS 5:41=135

(CE); system 5:53-
Confidentiality S5:67
Forms descriptieons §:
Information needs 5:45-49
Information sources 5:50-51
Reporting S:132-135

5taff roles 5:59=62

Storage 5:55=58
Cry

5
s52e also cdential, Studsnt Forms

STUDENT SELECTION 5:23=26

Mid-year additions 5:
Notification 5:25-26
Staff roles 5:11
Timetable 35:14

SUPPORT S5TAFF

(CE}; pesition descriptiens M:56-57

Orientation to prograr M:82-81

Qualifications M:64

Responsibilities M:133; 5:61=62,
269=270

see also Personnel

TASK FORCES M:168-169% B
TRANSCRIPTS, see Credential
TRANSFER (of students) 5:35-36

TRANSPORTATION M:1
Insurahce M:115~
Learning purposes 22134
Parent approval M:131
Planning E:l6-17; M:97, 129-130
Sample forms M:131-=135; 5:78-87
Student options M:132-135
Van driver M:57, 133-134

\M\
\»- m
m-‘
[
o

see also Reimbursements
TUTORS C:2548, 508=510 -

Tuter Service Agreement M:78*
UNIONS

Concerns E:39; M:144-145, 186-188

Productivity (FEEE poalicy)

273-278
Recruiting E:191-194

ZONE DEBRIEFINGS C:67-68%; 5:177, 180-1sl

ZONE PROGRESS MEETINGS (:66; 5:177-179%

Zone Progress Planning Sheet S:178%

ZONES (school year), sue®hction Zones

tho following cods:

*{follawing

320

C = Curriculum & Instruetion
& = Employer/Community Resources

.
)

The index Includes feférenf:s to all Four EBCE handbg@ks, Page numbars ares p;eceded by

M = Mana nagement & Qrgaﬂi:ﬂﬁléﬁ
5 Stuéént Serviﬁes

4 number) indicates sample form, illustration, display or flow chart
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Reproducible Materials

. - EBCE PROGRAM FORMS: WHAT ARE THEY ?

The following pages contain cocpies of forms an EBCE program is most
likely to use for planning and monitoring student learning. They
are printed full-sized and "camera-ready" so that you can use your
own reproducing equipment to make multiple copies. The fcrms are
arranged alphabetically and are preceded by a forms list that gives
referencas to places in the EBCE handbooks where each form is
discussed. The listing also provides special notes you may need

to consider when reproducing each: fgrm For certain forms, more \

extensive notes are given on a page directly preceding the form \
itself, ‘

We do not specify how many copies you should print of any given
form because vour program needs will vary depending on numbers of
students and staff decisions about how to handle learning
activities and rezardkeeplng, For discussion of the variables
that will influence the numbers of copies you need, see the "§"
references given in the forms list. These references are to the
"Student Records" SEEtiGﬂ of Student . Services in which forms are
' explained. - :

® | HOW CAN THE FORMS BE REPRODUCED ?

How you regfédgce the forms will depend on your school or district

) printing capabilities. Your particular school or district may have
a print shop with offset presses and personnel who will be able to
facilitate fhe process for yau. If not, you car use your school's
mimeograph or spirit dupllﬂatlng ("ditto") machine. If you have a
mimeograph you probably will also have a stencil scanner for making
masters. Similarly, if you have a spirit duplicator you should
have a thermal copying unit for making thermal ditto masters. Both
the stencil scarmer and the thermal copier will work quite well
with the forms given herxe and can provide usable masters for making
multiple copies.

Involve Your Students

Keep in mind that EBCE is an experience-based program. You may be
- able to negotlate learning activities that will involve some
students in the printing processes neeessary to reprodiuce these
forms. Also see if your school has classes in business/office
procedures or printing/graphics' techniques. Students from either
of these areas might welcome a chance to work on something that is
obviously related to the school they are \attending. Whether they
) are in your EBCE program or not there may be some way they can
. receive credit for hzlping.

RM1




 STUDENT SERVICES

Local Printers Can Help

Don't forget to check with your local printers for help. A print
shop can be a valuable addition to an EBCE network of sites students
use for learning purposes. Giving your business to a participating .
site can he good public relations for the program. Moreover, if
you have students at a print shop for learning purposes they might
gain credit for helping with the forms. Project credit, for
instance, could be given a student for helping you handle the
negotiations with the printer, writing up printing specifications,
deciding on types of paper and cost-effective printing techniques.

You should also consider the public relations aspect of working
with a union or nonunion shop. * Displaying the tiny union "bug" on
each form to indicate the form was printed in a union shpp can be
good public relations with your local union offices and affiliated
employer sites. '

HOW CAN THE FORMS BE MADE READY FOR PRINTING ?

The following suggestions are offered to school staff to aid in
reproducing these forms:

1. Each original supplied here is printed on a white sheet of
N paper and is hole-punched so that it can be filed in the
Student Services handbook. These holes should be masked

nver before you reproduce the form.

| You can mask over the holes by using a piece of typist's
white correction tape or a piece of gummed tape of uny
kind which is then "whited out" with' any standard typist's
corraction fluid. '

2. Be sure to clean up any finger prints or smudges that may
be on the page. Look over each form carefully for such '
marks and spread a thi% layer of white correction fluid
over any you find.

3. Alsc at this time you may wish to change some of the copy
on the form to better match your program's procedures.
Changes can be ride with white correction tape (if the
( : change is longer than a line of copy) or white correction
\ fluid. The new copy can then be typed directly onto the
original.

4. Most of the forms are set up so they will appear on a
"right side" page with margin on the left for three-hole
punching by staff or students. With forms that are to be

L




Reproducible Materials

printed "front and back,” be sure to print the form so tﬁe
front side has the three-hole margin on the left and the
reverse side has the three-hole margin on the right.
(sufficient margins have heen allowed on the arlg;nals we
provide here.) .

Most of the forms are intended for standard 8% hy 11 inch
binders. Some, however, are smaller*and are to be used
either in smaller binders (for instance, 6 by 9 inch binders
take an 8% by 11 inch paper/ eut in half) or simply to be
filed in folders. We hav%,set up 5% by 8% inch. forms so
that two can be printed an standard 8% by 11 paper. After
printing you can cut the sheets in half to arrive at the

form you need. /
I3

Forms that are to b%‘reaﬂ sideways on a page should always
be printed with the top of the form to your left, so that
turning the page clcckw1se a quarter turn allows you to
read it.

These forms may be printed on standard white or colored
paper. You may wish to print some on different colors to
help staff and students dietinguish the various forms. For
example, forms used by students might be yellow and those
used for site recordkeeping could be blue. Formal program
records should be white.

If ‘'you intend any of your forms to be phétcccgied, check to

" make sure the crlored paper will give a clear image on your

particular photocopy machine. Beige, buff, light blue and
yellow usually give good results. Greens may be leas
legible and rich oranges, browns and golds are usually hard
to photocopy.

You may wish to collect some forms in pads for easier
Storage and use. You (or your students) can easily make
pads by stacking the printed copies so that their edges are
even, plazing a heavy weight on top to press them snugly
together and coating one edge with several layers of
"padding compound"--available through your local printer or
printing supply company.

Chipbo=¥d base sheets can be used to separate every fifty
copies of a form. Check with your local printers for
sources of chipboard. You might find someone with scrap
ﬂhipbaaré wha will dgnate it to _your praqrami Binﬂing

several copias to be g;ven tc ﬂlfféfent program Earticipants
(for example, Accountability Write-Up or Zone Debriefing
forms) . Each pad can be accompanied by sheets of ¢arbon
paper so that forms don't have to be filled out several

230 . - R



STUDENT SERVICES

| times. This approach is also much less expensive than
' using photocopying machines or printing forms on special
' no-carbon-required (NCR) paper.

9. 1If there are forms here set up for 8% by 1l paper and you
want them printed on smaller sheets--for iastance, 5% by
84--consult a printer about photoreducing the original.

You can have a single page reduced for a minimal cost and
then use it to make a master for whatever printing processes
YDLI are us;ng-

WHAT'S NOT INCLUDED IN THE FOLLOWING FORMS ?

Student Materials

The program materials assembled here do not include the Competencies
Workbook or Student Journal Guide (see Curriculum & Instruction,
pages 359-408 and 435-452). We do not provide camera-ready originals
for these materials because of their overall length and because
individual programs may want to change them to meet staff needs and
preferences. T@zabtain copies for use by your students you may

. 1l. use the copies appear;ng in Currlculum & Instruct;@n=—
simply mask out the page numbers and "running heads" and
treat them the same way'\you would the originals supplied

here - V

\

editing and rewriting them\to suit your needs and retyping
them on standard ditto or mimeograph masters :

2. use the copies appearlné ;n Cu::;culum & Instruction,

3. order preprinted student materials directly £rom NWREL in
the quantities that you need=-see “Drdering Student
Materials" below :

Credentiaiiﬁg Portfolio

The Tigard EBCE program's Record of Student Perfermance is
thoroughly explained and illustrated in Student Services, Appendix
D. Individual blank forms for this record are not included here
because the credentialing issue is one that each EBCE program will
have to resolve for itself. The (CE) 5 credential has been '
thoroughly reviewed and tested. and is a very acceptable model for .
other EBCE programs, but other programs may choose to modify some
of its design features (the use of tabbed forms, for example). See
‘particularly pages 267-271 of Student Services for an explanation
of the credential format and various considerations.

FLY
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Miscellaneous Forms

Several forms are discussed in various handbooks that do not appear
in the following camera-ready materials. For 1nstance, two zone
planning and monitoring fgrms discussed in "Guidance," Student
Services, pages 178-179, are not provided because they are likely
to vary, depending on how each EBCE program chooses to handle zone
planning and recording student behavior problems. Forms displayed
in "Guidance" simply reflect one way the Tigard EBCE staff chose

to meet their own needs. Similarly, the Work Projection Chart on
page 185 of "Guidance" is not reproduced here because it is a
straightforward form that other programs can easily draw up if ,
they wish to use it. By the same token, the Student Identification
Placard appearing on page 135 in the "Career Explorations" section
of Curriculum & Instruction is not reproduced. Again, if you choose

to use such a device it is a simple matter to draw one up for your
purposes.

ORDERING STUDENT MATERIALS

Sets of student materials can be purchasec .2ctly from NWREL.
The Competencies Workbook, Student Journal Guide and Exploration
Package have been prepared with special staff guides for use by
schools without EBCE programs who are interested in using
experience-based and career education materials.

PLEASE NOTE: The Competencies Workbook is available. in the same
form as that which appears in Curriculum & Instruction; the only
difference is that it is separately paged and bound with its own
covers. The separately produced student guide for journals is
slightly different from the handbook copy in that all references
to EBCE procedures and terms have been deleted to make it usable
in any school setting. It also is paged separacely and bound with
its own covers..

Staff guides for both sets of materlals basically parallel the
"Competencies” and "Student Journals" sections of Curriculum &
Instruction, with some changes made to delete EBCE references and
to help staff incorporate the materials into non-EBCE settings.
If you already have a set of EBCE handbooks you will not need to
order staff guides from NWREL.

The seﬁaratelg produced Exploration Package is sigﬂificantly_
different from the copy provided here. As with the competencies
and student journal materials, the revised Exploration Package is
intended for use by schools that are not incorporating a total EBCE
program. You might wish to order an "Awareness Set" of the Career

-~
Lo
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Exploration Packet to see if the revised student materials are
preferable for your program's purposes. The revised version
achieves essentially the same learning objectives as the Exploration
Paskagj which we provide here. Its main advantage is that it comes
already assembled with a folder.

For current price lists of avallable staff and student materials,
write to:

EBCE Materials

Northwest Regional Educational Laboratory
710 5.W. Second Avenue

Portland, Oregon 97204

RM6-8 oo , | ;
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Reproducible Materials

EBCE FORMS LIST

FORM HANDBOOK REFERENCES* NOTES
JPrint on BY by 11 paper. You will be using
Accountability several copies at a timé -- consider padding
Write-up 173-174 it with carbon. paper slip sheets or printing
it on No-Carben Required paper.
Competencies Record C:349,.405-406; Print on B4 by 11 paper, front and back.
(two sides) 5:100-101 See special note preceding the form.
Employer Card E:50. 126 Two originals of each side are given. Print
{two sides) R e front and back and cut sheetsz in half.
: C:123-125; Used in connection with Studer 1 Employer
Employer Instructor % ly} 125 Used %? %nﬁpeétlan with %tuden? and Employer
o E:129; Instructor Contract. See special note
Report oA L -
5:94 preceding form.
SinE an o 1 soer  fromb a hack
Exploration Package o Print QDESErbY 11 p§pef, front aﬁﬂ bac?, 7
_ s i C:169-186 consecutively as pages appear here. Eighth
{seven sides) : Ce blamlke B
page is blank.
1£arning Site / C:72-75, 595-627; Print on 84 by 1l paper, front and back.
Analysis Form ! E:33-34, 112-111, See special note preceding forms fre
(seven sides) / 243-271, 281~305 details about assembly,
. j - . — —
Learning Site / C:303-304; L L
e Print 8Y4 by .
Utilization $:106-107 rint on B% by 11 paper
Learning Style Self- C:56-58; . Al b 17 e e b amd sl
o A . . ol P |4 a8y | 1 Y, £ back.
Assessment (two sides)| s:121-123 rint on 85 by 11 paper,- front and ba
: /
Life 8kills . . 5
. 5:96-97 Print on 8% by 11 paper.
Project Record T n 84 by paper.
Maintenance Visit E:127; Two originals are given on one sheat.
Record 5:130-131 Print on 84 by 1l paper and cut in half.
Project Evaluation C:266-270; s " L i3 tem
] . Print 84 b s £ t d back.
(two sides) 5:124-125 rint on B4 by 11 paper, front and ba
EE?DEEF,F?EE €:200-205, 219 ?E%BF,EfDné agd back gnrgh pyrllrpaPE'.
(two sides) See also special note preceding form.
Sign In/"ut Sheet 5:88-89 Print on 84 by 11 paper.
Skill Development '£:289-291; . L ) -
. , . Fi t 8 11 0 and back.
Record (two sides) 5:108=103 _an’ on 84 by 1l paper, front and back.

*Handbook reference code:

e
# = Management & Organization, 5 = §

C = Curriculum & Instruction

E = Employer/Community Resources,

tudent Services.

* references explain how forms

are filled out and how many are needed and give samples of what they .look like completed.

X
ij‘_fl‘;'
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STUDENT SERVICES
FORMS LIST (Continued)

FORM "-‘.\ HANDBOOK REFERENCES* NOTES
,- _ A ) I - _ _

Used iﬂ c@nnectimn Hifh'rmpluypr Instrwtor

Student and EmplayLr T:123-125;
Instructor Contract S5:92=91 L
pads! see Epﬂclal nata précﬁdinq form,

Student Application
(Eive sides)

L1y
~I
pe]
[
i
[

Print one-page application on one 8% by 1l
sheet; print four page guestionnaire on two
additional sheets, front and back.

:92-93;
110-111

[

Student Evaluation
of Learning Site

r

Print on Bk by 11 paper. If you wish the
student and employer instructor to have

copies of this form, consider printing in
pads with carbon paper supplied or printing
sets of three on No=-Carbon-Required paper.

student Experience £:102-104 Print on B% by 11 paper, front and back.
_Record (two sides) S See also special note preceding form.
Student Information 5:127-129 Two originals of each side are prov vided.
Card (two sides) o Print front and back and cut sheets in half
student Performance £:93-94; See note fus Student Evaluation of

Review §:112-112 Learning Site.

student Profile C:54-56; 5:98=99 Print on B% by 1l paper.

Student Tranzsportation
Agre=ment .

ol
a1}
=
o
=
2
b
ol
Wl
o
b
o
-
oy
Ju
o
e
[

- - —— N S I _ _ _
Student Transportation| _ .. .. , b 1T e a
. . :80-=8 rint ot 5 ol
options 5:80-81 Print on Bh by 11 paper
L Print on 8% by 11 paper, front and back.
Student Trans?nftatl@n 5:84-85 (You only need this"if you use a van or
Route o : ]
‘other program vehicle.)
Transportation . Two originals are pr@vidéﬂg Print on one
. ] , _ . 5:86-87 . : L .
Reimbursement Request sheet and cut in half.
™~ Two originals are provided. Print on one
 Transportation Request| 5:82-B3 sheet and cut in half. (Only needed if
you have a program vehicle.)
Weekly Time Report §:90291 Twe originals are provided. Print-on one
cekly Hime por i sheet and cut in half.
Print on 84 by 11 paper. Since cdpies go
o C:67-68; to several people; consider printing in
Zone Debriefing §:116=117 pads with carbon paper supplied or printing
on No-Carbon-Recquired paper.

*l1andbook reforence code: C = Curriculum & In gtruction, £ = Emplsye:/ﬁsﬁh'

ity Resources,

M = Manayement & Qrgan;gat;an § = Student Sefyi

"g" references expl how forms

are filled out and how many are neeééé arnid
RM10
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ACCOUNTABILITY WRK

COPIES TO; __ Program Administrator

_-. Student cgér«iinatar
Student

; Pa’:ent!

Student Name_ I .. — \ERS/IM/IRS

Date ___ I — — . Okher

EXPECTED BEHAVIOR __LEVELS OF ACCOUNTABILITY _

__ Obeying law while in program CONFERENCE
__ Appropriate conduct while —— Program Administrator
-epresenting prograr : , . .
represel g program —— Student Coordinator
— High level of cooperation with . »
employers/staff/students — Emp loyer Instructor
' ’ -— Parent

-~ Staff

- Being edurationally productive :
— Establishing zone planning
' strategies and goals : CONSEQUENCES
— Initiating/completing/submitting — Make-up work
projects : — Monitoring system
- Selecting ExP,l@ratians/lea:ning : . Contracts :
levels o - _
. , L — Repay inconvenience time
— Establishing ccmpetency target dates T 7
o . , . — Loss' of lounge privilege
—— Maintaining employer site , B
_ . : ] — Loss of time credit
—— Turning in completed exploration
package !
—_ Turning in time slips on *“ime — loss of exploration credit
__ 8igning in/6ut appropriately : — Loss of emplcyer site

— Keeping appointments ' —_ Probationary period

— Loss of project credit

__ Following transportation agreements - Suspension
__ Showing care for equipment and — Dismissal from program
facility other

—_ Submlttlng journals ! : - o

Other __ — - _ I e _——

COMMENTS : _ ] - ,
. —_— — — Staff signature
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COMPETENCIES RECORD

The form given here differs from competencies forms
discussed elsewhere in the EBCE handbooks in that the names
of individual competencies have been deleted. We did this
because each program will determine its own competencies
and set the numbers of certifiers necessary to verify
student performance in each competency.

To use the form given here, assign each of your program's
competencies a fixed nimber and fill in that number on the
form, leaving space between each number suf<ic. + to 1i

all the certifiers required for that particuir c.mpetency.,
As students obtain certifier signatures for various
competencies (on a similar form in thelr Competencies
Workbook), staff or clerical assistants can transfer
certifier names, tltlES/PDSltléﬂS and dates of certification
onto the rlacar:l form.



COMPETENCIES RECORD

Student _

. »cigp CERTIFIER'S NAME TITLE/POSITION DATE




COMPETENCIES RECORD (page two)

COMP . S —— AT :
I NO. CERTIFIER'S NAME TITLE/POSITION
!\
S o — — -
_ o
Y Y




EMPLOYER CARL

Business

Address

Contact Person Phone o
LEARNING SITE .| LSAF EMPLOYER INSTRUCTOR | PHCNE

CONDITIONS AND COMMENTS: o

Time Arrangement ) e

Clothing Requirement o o

Safety/Equipment - _ N -

Letter of Intent ANECDOTAL COMMENTS

Indemnity — . -

NUMBERS OF STUDENTS

Career Exploratieons

Learning Levels

Q  Building Levels

E119

3al Pldgefent:

FMPLOYER

CARD

Business

Address

Contact Person

Phone

" LEAPNING SITE | LSAF EMPLOYER INSTRUCTOR | PHONE
CONDITIONS AND COMMENTS:.
Time Arrangement o -
Clothing Requiremént I —
Safety/Equipment - — -
Letter of Intent ANECDOTAL® COMMENTS
Indemity . _

NUMBERS OF STUDENTS . -
lareer Expléféti::ﬁs _ _ _ _
Learning Levels _ I _ W
i~ A

Skill Building Levels __ N . 7}3 i fw
Speiiirial Placements e _




(Employer Card. S. & Two) (Employer Card, 5ide Two) e

~ SITE VISIT RECORD SITE VISIT RECORD J
- intihidetd e | L - - )
DATE STUDENT PIURPOSE : DASE STUDENT PURPQSE
= —— — — = —— j = ——— ——
I
__ _ i o N ! R _ _ _ -
i
. _ _ _ | B — —
!
- __ __ I _ _ \ — I N R
i
_— — - —_— - — | S — —
]
— _ = - —— —. [ U — l _ . — R _ 4 - e —_
| -
1
—_— e e o | _ _ Y S
]
_ . _ . - i _ — [ — I —
l
. I S _ _ _ | P S . N _ e e
i
N . . - v o | _ I I e _
]
N - _ _ I _ o e _ _
|
i
_ _ _ _ o _ | — I I S e —
o B B i -
| - —
1
_ e —— _ | — I e e
;
— — — — R —— —_— I = — R R E— — —
Y R e I _ . i . N
|
S — — S — _— | —_— S — e
1
—_ _ _ - I - I . . ; e
|
| R
— = — — — — e —_— . —_— _ . I S S o
|
——t 7 —— =. - — — = — I —_— — — — = e = N e E—— —
N |
s — - — : [ - — —— __
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EMPLOYER INSTRUCTOR REPORT

The Employer Instructor Report is a post card which should

Instructor Contract form (see also the special note
preceding that form). The Employer Instructor Report should
be printed or post card weight paper with your program's
address on the reverse side. Most mimeograph machines can
print the form directly onto blank post cards obtained from
the post office. Some machines, however, will not be able
to handle single card sizes. .In that case you can get post
cards that are "two-up"-~that is, twe cards joined together
by a perforated line. Almost all machines will handle that

size.

In the éameraireaﬂy originals supplied here we have set up
the Employer Instructor Report with four copies on a single
page. Your printer may choose to handle these originals

differently, out if you are printing them yourself y~u can

1. on post card weight paper that will accommodate
all four, cutting them apart afterwards

copias (you can mask over the top two on the

original), tearing the two apart along the

perforation after printing )

3. on single post cards, masking over three of the
four originals supplied here

Note also that we have put *cut marks" on the original. You
can print these marks and use them to cut along afterwards.



EMPLOYER INSTRUCTOR REPORT

Did the student mwet the hours and apporintments involved i this

coniras. (was the aftendance salisfaciory)?

_ ~Yes [J No I

Student Name ______

ey what dayisy ohed the stodent miss?

Comments. _____ i - ) —_—

Employer Instructor ,

EMPLOYER INSTRUCTOR REPORT | I

Did the student meet the hours and appoiniments involved in this

contract (was the oitendance sansfactory)?

Student Name ________ _

Comments ______ - . -

' ~Date 777: ‘Employer Instructor

Student Name ____ 7

EMPLOYER INSTRUCTOR REPORT

Did the student meet the hours and appointments involved in this

contract {was the attenduance satisfactory)?

Yes [ No []

Student Name ___ _

'm0t what day(s) did the student miss?

Comments: - —

~ Employer Instructor

EMPLOYER 1. 'STRUCTOR REPORT

Did the student meet the hours and appointments involved in this
contract {was the attendance satisfactory)?

Yes [J No [

It not, what day(s} did the student miss?

Comments: _ i I _




MY EXPLORATION OF:

Company or

Business ___ — —

Department _____

{snaoshot taken at main entrance)

{iaclude company name if possib’s)

What type of job or business are you about
to explore?

) BEFORE you explore the site, based on
information from C.1.S. or that you already

_possess, describe what areas of interest
this exploration may hold for you.

Address _______ _ _ __ ____ _ -

Telephone ____ .

{snapshot of employer instructor)

EFTER completing your exploration,

describe the job as you now understand it.
Emphasize the areas you found most inter-
esting.




TELL IT WITH PICTURES OR WORDS
t pictures in the boxes pmwded or write descriptions of services, products, egmpmem
ec that you have seen.
People at work - Services and/or products - Equipment, tools, facilities




Uy pake pactures, identify each photo i the space below 11, }
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A Match or Mismatch ?

. The following are characteristics that apply to most jobs. This activity will heln you compare
those characteristics with your own skills, values and aptitudes.

BEFORE you explore the site, circle

examples of your job interests... add others.

KING WITH THINGS

o |

WO

- MATCH MY INTERESTS

QFTER completing your exploration, refer

to the left-hand column and describe specific
examples of those interests as you see them
applied a! this job site.

DON'T
MATCH MY INTERESTS

1. Precisio: work - B T T

2. Operating equipment - o T —

3. Handling materials _j" ) - : ) B - =
WORKING WITH INFORMATION

1. Interpreting facts :T:; L ::27 T _ -

2. Organizing and using information ] o -

3. Copying. sorting, putting things T —

together, hobbies T S — =

WORKING ¥WITH PEQPLE

1. Counseling - I ]

2. Discussing, bargaining o N

3. Teaching, supervising ] B —

4. Selling, persuading - = - =

5. Assisting , - - -
Circle examples of your antitudes (things Describe specific examples of these aptitudes
that come easily)...add others. as you see them applied at this job site.

: DON'T
MATCH MY APTITUDES MATCH MY ArTITUDES
. Working with my fingers and hands F;_ o - T
2. Eye for accuracy and detail - - . - i

. Ability with numbers

1
2
3. Ability with words
4
5. Catching on to things

I _ _ N D, il — e
T .
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EFER exp oring the site, circle

axamples of job skills that appiy...add
others.

painting

cooking

tvping
transcribing
filing
writing
speaking
organizing
weiding

List skills needed on the job that:

YOU NEED TO DEVELOP

==

READY HAVE

woodworking —_ _

metal working - S -

operating equipment — —

driving S

photography —_— -
designing I _
drawing - S
measuring _
analyzing _ -

selling e .

Circle examples of physical requirements
of job...add others.

List things about the job that:

MATCH YOUR DON'T MATCH YOUR
PHYSICAL ABILITIES PHYSICAL ABILITIES

height special voice qualities B
waiéhg special appearance - -
adequate vision standing long periods _
ability to distinguish Weather conditions ] _

colors - o B
physical strength - B
allergies - - -
stooping - - L )
sitting long periods - .
driving ability - - )

Describe experiences and people that were the most helpful to you during this exploration.

What recommendations would you make to other students exploring this site?




rollowing are examples of values or principles that might either conflict with reauirements of a
| 1ob or that might make a job especially desirable. Write one or two statements about this job
‘ site summing up your reaction to it based on these: kinds of values. '

-XAMPLES OF VALUES OR PRINCIPLES:

—
.

Personal values « federal monies and/or regulations
eindependenze epolitica! party affiliaticn and/ or
senvironment contrioutions
eloyaity 4. Work values
ehappiness and self-satisfaction e)ob security
=leadership e wages & benefits
sappearance and grooming « competition
2. Social values * advancement
ehuman rights o Status .
egroup rights 5. Religious convictions
cequal opportunities »times for worship
e environmental issues »traditions of your religion,
3. Polittcal values including holidays and/or special

emilitary aid and/or obligatiors observances

Look at your lists now and from your answers decide which of the statements below best
fits how you feel (check one)

I do not want to explore this kind of job further.

i want to explore this kind of job further, but on another site.

| would like a learning level experience on this site,

| would like a learning level experience withﬂthis kind of job, but on another site.

I would like a skill building level experience on this site.

oocoa

. I do not want to explore this kind of job right now, but | may want another look in
- the future.

\.1 e e . S —————————— —— e - = ——




COMMENT PAGE

STUDENT _________

SITE

DATE — —

EMPLOYER INSTRUCTOh:
EMPLOYER RELATIONS SPECIALISTS.




LEARNING SITE ANALYSIS - FORM

To print and assemble this form you should first look at complete
examples of the form which ‘appear on pages 597-616 of Curriculum &
Instruction and on pages 283-296 of Employer/Community Resources .

The Tigard EBCE program uses the following printing/assembly pattern
for the Learning Site Analysis Form (LSAF):

title page; printed on slightly heavier stock
than rest of LSAF

Page 1

ul
1]
o]
m
[
1
I

blank (reverse of title page)

Page 3 -~ "Special Conditions" page

Page 4 -- "Reading Materials Check List" (reverse of "3pecial
Conditions" page)

- "Life Skills Performance Tasks" page

o
b
frel
o
(W]
1
I

Page 6 -- blank (reverse side of "Life Skills Performance Tasks");
staff use this extra space for acditional notes taken
during the LSAF interview

Page 7 -= "Cue Words" page

Page 8 -- first portion of the "Major Task" pages (reverse
side of "Cue Words") . Y

{
e Page 9 -- second portion of "Major Task" pages (with columns

entitled, "Communications," "Specifie Job sSkills," "Life
Skills Applications"); when assembled, it is important
that the first portion of the "Major Task" pages (page 8)
faces the second portion (page 9) so that staff can fill
out the pages from ieft to right across the two sheets
of paper

Page 10 -- repeat first portion of "Major Task" pages

Page 11 -- repeat second portion of 'Major Task" pages

Page 12 -- repeat first portion of "Major Task" pages

Page 13 -- repeat second portion of "MajardTask" pages

Page 14 -- repeat first portion of "Major Task" pages

Page 15 -- repeat second portion of "Major Task" pages

B Page 16 -- "Tools, Materials ., . ." page (printed on reverse
gide of last p rtion of "Majar Task" pages)._

PLEASE NOTE:, We supply aﬁﬁg a single camera-ready copy of each. af the
two "Major Task" pages. t least four or five sets of these pages
should be printed and assembled for each LSAF to allow room to

. ~describe all the job tasks a site might offer.

b




experlencegbased
career education

LEA N[NG SITE
ANALYSIS FORM

Preran

BUSINESS, INDUSTRY

DEPARTMENT/POSITION

ADDRESS/PHONE

EMPLOYER INSTRUCTOR

EMPLOYER RELATIONS SPECIALIST

' DATE

[KC
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\, . SPECIAL CONDITIONS

Physical Requirements

e requirements that apply to

Please check or enter §E‘S§fip\ti@ﬁ5 of tho
the site:

Heavy lifting . o -

] (::af'ryingﬁ : o : e o ' o

___stoopipng___ o

___Standing long periods_ _ - . _ o

___Sitting long periods__ - -

Special voice qualities_ _ — o -

_Tolerance for noise _ o e

o ____Special appearance______ R _ e

. , Tolerance for odors : L -

_. Driving ability . — o , )

Clothing, Equipment Requirements
Driver's litense__ Hard hat Coveralls ___ Rain, foul weather gear

Uniform L - i R _

OTHER , , - - .

Safety Conditions

Please describe spét:;'ial safety restraints or conditions as designated by
the employer instructor or contracts and agreements:

o . _ N

ERIC L
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READING MATERIALS CHECK LIST S

Which of these are available to students at your site?

Job application forms

Notices and signs on job site

aonoao

Forms (order forms, invoices)

[
|
-

Catalogues ;
Brochures or printed advertising

Manuals and written instructions

aoo

Schedules or lists

Account statements T
Letters, memos, notes (a sampling) =T e
Reports, paméhiets, or articles in publication

Telephone lists or lists of extensions

Address lists ) ' .

Labels or writing on packages

|

Union or Labor Force contracts
~ Any other specific work-related materials

List others

Using the list above as a reference, select three pieces of written
material you feel must be read in order to do the job satisfactorily.
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LIFE SKILLS PERFORMANCE TASKS

“WWH WHICH OF THE FOLLOWING TASKS WOULD YOU BE ABLE TO HELP STUDENTS?

CriticaT‘Thinking

|
O

Functional Citizenship ‘ R

D O

u

Answer questions about your involvement with EBCE.

Review a project written by a student that involves your place of business.

-

Answer questions about the ways in whlch various aspects of democracy impact
your place of business: for instance, what role do employees play in your
crgan;gatlan 5 decision making process?

Answer questions about business taxes that impact your place of business;
for instance, how does the tax work, how is it collected and computed, what
exemptions are allowed, who :equlates the tax and what are the penalt;e

for infraction? . !

il

Answer questions about codes that impact your business and employees and
give your opinions about the relative merits of those codes, :

Science

L]
O

?ersnﬂaT/Saci al Development

Help the student apply the five-step scientific method: (1) cbserve a
problem or process; (2) look for patterns and correlations; (3) farmulate a
theory or hypothesis; (4) use the hypothesis to make a predict @j; and
(5) test.the theory or hypothesis as it might impace your p f business.

Critique the student's recommendations.
Help students identify cause and effect relationships and situaﬁians at
your site. e

Help a student identify and analyze a behavior he or she possesses that
needs to be strengthened or eliminated. .

Allow a student to analyze a conversation in which you are involved. (To do
this a student will try to interpret non-verbal e¢lues such as tone of voiece,
facial sxpression, body movements, etc., in an Effart to undérstand how the
speaker feels )

Critigue a student’s observations.

. )
=1
]
[i7]
‘H‘u

Disecuss the manner in which male/female r
and availability within your place of business.

Creative Development

[:j

Help a student understand creat;v;ty\nct just:as expressed in painting, musie,
or crafts, but ag a process relaﬁed to all aspects of life:
a. Allew the stuﬁent to phatcgfaph c&eatlve products or methods

at your business. ,
b. Help the student identify creative business methods or operations,

Critique a student's suggestion of an alternative to procedures or products.

9
LN

' H",

oo

affect types of jobs, advancement:



[
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CUE WORDS

The following list of cue words can be used as prompts to help employer
instructors specify the kinds of activities that are suitable for
students learning on their sites,

_READING _
Identify
Interpret
Skim
Understand

_ COMMUNICATIONS _

Compose
Copy
Describe
Direct
Discuss
Edit

Enunciate

Flexible Vocabulary

Inform
Instruct

Interview

Listen

Paraphrase

Persuade
Record

Summarize
Transcribe

_SPECIFIC JOB SKILLS

Administer
Adjust
Advise
Alphabetize
Analyze
Appraise
Arrange
Assemble
Bore

Build
Classify
Clean
Compare
Compile
Control
Coordinate
Design
Detect

Davelop
Diagnose

Discriminate

Draw

Drill
Drive
Examine
Excavate
Experiment
Fabricate
File
Finish
Install
Investigate
Layout
Locate
Lubricate
Manipulate

Mark
Memorize
Mix
Nail
Post
Reason
Repair -
Replace
Score
Serve
Service
Setup
Solder
Sort
Spray
Test
Type

Weld

. MATH

Add
Balance
Calculate
Calibrate
Centigrade
Count
Decimals
Degree of
Degrees of
Divide
Estimate
Fahrenheit
« Formulas
Fractions

Measure
Multiply
Percent
Ratios
Subtract
Use Money

Angle
Heat

LIFE SKILLS APPLICATION

Analyze
Chart

. Comprehend

! 5
vt ‘j'i_!

Create
Empathize
Generalize
Negotiate
Observe
Perceive j
Realize 1
Relate

Resolve

Solve
Synthesize
Translate

Use Statistics



! MAJOR TASK

Subta<’ 3

| A | MATH | READING B
_ (Check box for @y | .
. _ ~ Student Participation)| - -

D Appiied:

Applied:

)

) {How well

Fundamental: Fundamental:

O

Applied: Applied:

, | ?

Fundamental: 1 Fundamental:

Applied: ’ Applied:

Fundamental: " Fundamental:

lj. Applied: '

Applied:

Fundamental. Fundamental:

B Applied:

Applied:




COMMUNICATIONS ‘
N SPECIFIC JOB SKILLS LIFE SKILL APPLICATION
) (How well) -
Applied:
Fundamental:
Applied:
. Applied:
Fundamental:
Applied:
5
I‘ !
Fundaman}ai: H;
. Applied:
.-E t'? 23,
. ] L e




TOOLS, MATERIALS AND LEARNING RESOURCES
. AVAILABLE FOR STUDENT USE AT THE SITE

.

Tools unique to this jeb:

Special classes the student might be able to take:

Work samples and materials:

Heavy equipment:

Office machines (typewriters, calculators, adding machines, etc.):

Audiovisual materials (films, tapez, slides, videc tapes) and equipment
(projectors, recorders, cameras) the student might use:

Precision instruments:

L I
Y




LEARNING SITE

Student

UTILIZATION

ERS

cite &~ Department .

“date initiated

date started

éatéuéﬂmgiéféé

Learning site analysis completed

EVENTS DATES

Learning objectives written wrltten verified by ET
Project negotiated
(student/LM)
Project negotiation ratified
(student/employer instructor)
Student Performance Review .
(by employer instructor) \
Student Evaluation of Learning
‘Site (by student)
| skill Development Record
(employer instructor/LM)
Project completion certified
(employer instructor/LM)
Final Student Performance Review
(employer instructor)
Final Student Evaluation of
Learning Site (by student)
Exit Interview (student/employer
instructor/ERS) ’

o
[ e,

L
Mia,
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LEARNING STYLE SELF-ASSESSMENT
Learning Manager/Student Interview

Either fill in or put a check mark by the answer or answers below that best
describe you and your needs (check as many responses as you wish) .
done, talk your responses over with your learning manager.

In what physical situations do you learn hest?

When you are

~ guiet place _alone
____noisy place lecture
~ 8mall discussions individual conferences
{ large group discussions ___ other ) L
What are your favorite subjects? Why?

What turns you on to learning? If you could choose ways to learn, which would
you choose and what kinds of materials would you like to use?

WAYS -
projects —

written assignments

reading and answering questions
group discussions

interviews

obgervations

research

_ attending classes

"hands on" activities

other

|

MATERIALS

tape recorders

videotape

typevwriter

pen and paper

mass media activities (collages,
cartoons, etec.)

library resources (books,

- magazines, ete.)

other

When given an assignment can you work alone, or do you like someone to

check in with you now and again?

Can )

nead to have directions explained more than once or twice

mostly self-directed but also like to check in with someone now and again
need to be told more than once to start a task and to complete it

self-directed and responsible enough to indepenéently complete assignment

complete an assigrment within-a reasonable amount of time?

takes me longer than it should to gcmpleté‘assignmgnts
fa

1 frustrated when I can't complete a task and just give up

il

can easily finish a task in time

often need to be reminded about deadlines



Learning Style Self-Assessment Interview (continued)

What are the hardest things for you to do in school?

___ take tests
read
math
do homework
sit and listen to teacher

listening to and folleowing
directions

understanding what is expected
of me

attend class

~ follow the rules

meet deadlines

other

> you think you need the most work in right now?

writing
spelling
mathematics
reading

___getting along with people ~ nothing
B expressing myself _ other B
___participating in discussions "7* B T
' dealing positively with conflict
How can the EBCE staff help?
Other comments about yoursel:!. and your Tearning style

Student

O

ERIC

Aruitoxt provided by Eic:

Learning Manager

Date



LIFE SKILLS PROJECT RECORD

Student

_ LIFE SKILL PROJECT TITLE STARTED | COMPLETED
Creative £ )
Development - = = = —_— _ I
Critical /

Thinking - — - — f/ — — .
—_ — S . ,,/,f e _ _ ) -
Functional / _
Citizenship - e - - - — —
Personal/3ocial o o . B
Develobrent - N ~ — —
—— e — n— ——— —— m— — —— 77‘; ——

d J

Science — — I _ o _ - B

(.

g
B

(

C:



MAINTENANCE VISIT RECORD FORM

Site* - _ i} Date _ -
_ . Student** - .

Employer Instructor

IMMEDIATE  CONCERNS

D Schedule rﬁ ve= Jance D Attitude D Other (specify)

LEARNING PROGRESS/NEED,
Basic Skills:
Froject Status star: =~ _ | | B end
- I R I o T
Aztivities completed o
Number remaining e
~ob Skills: .-
ADDITIONAL COMMENTS
=, {
%
¢
= k-
*Site status ] LSAF D’ Learning ] Project
-1 completed —d objectives Ll written
prioritized
**Typs of 5{te use: D Career explorations D Learning level

X [[] special placement
LS .
3¢y | .

e

L

3

[
I
|
I
|
!
I
I
[
!
|
|
I
l
I
!
I
|
|
[
|
|
!
!
!
|
|
[
I
|
[
!
[
1
!
[
[
|
|
!
|
!
[
!

MAINTENANCE VISIT RECORD FORM .

Site* Date

Student**

Employer Instructor

IMMEDIATE CONCERNS

[] seneduie [J aceitude

z At tendance [_j Other (specif

EARNING PROGRESS/NEEDS
Basic Skills:
Froject Status: start o [ | ] end
B T i [ = .
Activities completed _ _
Number remaining . 17
Job Skills:
ADDITIONAL COMMENTS
*Site statys:- Ei LSAF Ij Learning D Froject
—! completed .. L. objectives - written
prioritized
**Type of 5ite use D Caregr exnlorations D Learning level
[] ski1l building 1evel [] special pilacemen:

o ) e

. s F i
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PROJECT EVALUATION

Project Title

Life 'Skill Area ____

Site _ _ _

—. Employer Instructor ____

Completion Date _

PROJECT EVALUATION

—Renagotiated Date _ _

(learning manager)




PROJECT EVALUATION

(INDIVIDUAL

ACTIVITY
NUMBER

EVALUATION

Fyim
AR
LA
iy

ACTIVITIES)




O
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PROJECT FORM

o assemble this form you should look at a complete example
of it in Curriculum & Instruction, pages 621-627. You will
need at least ten assembled sets of this form for each
student.each year. One szet consists cof a title page and
five to seven activity pages. The title page shoull be
printed on:the front side of the first sheet of the form;
activity pages should be printed on the revarse side.of
that sheet and on “he fronts and backs of at least two more
sheets. You should alsc print extra activity sheets (front
and back) for use by students whose projects involve more
than five activities. The easiest way to handle the
assembly of this form is

1. print enough title pages ({(with activity page on
reverse side) to yield twelve to fifteen times
‘the nunber of students you have in the program
for one year

2. print the activity page by itself on the fronts
and backs of enough sheets to yield about fifty
times the number of students you have in the
program ’

3. s*aré them S?Earétély éné have staff and students



ERC’QI FORM

" STUDENT NAME

EMPLOYER INSTRUCT(®

LEARNING MANAGER RATIONALE/ASSESSMENT:

STUDENT RATIONALE:

PROJECT EVALUATION:

RECOMMENDATIONS:

LIFE SKILLS AREA: ‘ o

PROJECT TITLE

EMPLOYER SITE _

STARTING DATE
TARGET DATE o
DATE RFFSIVED
ERS CERTIFiCATION _
“%1:ICAL THINKING

~ WRAF-UP COMPLETE _




Project Form

ACTIVIT’

‘PRODUCTS/CRITERIA

criteria will be negotiate: with staff

|

Unless otherwise specified, products and |

EVALUATION




SIGN IN/OUT SHEET

Weex ©of __ =~ Student _ - o R

Monday %Eéﬁﬁéy ) ) Weﬁﬂééé&é” o B Tﬁursﬁaéjv o 7F%i$a§:

In Activity |Out |In | Activity |Out | In | Activity Out]| In | Activity Out! In| Activity

Early
Activity

8:00
2:00

9:00
10:00

10:00
11:00

11:00
12:00

12:00

1:00 .

f 374




& SKILL DEVELOPMENT RECORD
Student _ _ - B _ e . Site __ - - _ o
DIRECTIONS: 1. Ask your EI to take a few minutes to discuss with 3 Have your ET note the extsnt of vour
you the skills you will be acquiring at the site. participation:
List them here and note target dates for completion. A. You have observcd the task
B. You have EFSCE%FLE” d the task
2. ASE, your EI how well you should be able *o do each C. You have acquired the task
task. For examplie:
A. Number of vnits per (hours, dag, minute) 4. When you think you can do a task as well as
B. Percent of accuracu jequired your EI says you should, have him/her check
C. Able to initiate ¢ .4 complete without you on the task and fill in the last two
supervision columns.
- - e TASKS/SKILLS B o o EKTENT DF PARTICIPATIGN TARGET DATE COMPLETED EI TNT];IAJ%
\‘1 - — —— s T —— = — — — — s e 7,7-77' ——
ERIC T,
LJ;EJEL
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Skill Development Record, Side Two
s V = i i e — s — ——— —— = T e — - —— -
B __ TASKS/SKILLS B B EXTENT OF PARTICIPATION|TARGET DATE{ COMPLETED |EI INITIAL
. _ _ _ I I o IO SRR I R
Q . /V
ERIC | - B S SV
2

PArulText Provided by eric [
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STUDENT AND EMPLOYER INSTRUCTOR CONTRACT

Three copies of this form should be padded togelher with a
copy of the Employer Instiuctor Report post card {ses also
special note preceding that form). Ideally, the Studen®
and Employer Instructor Contract should be grinted or
No-Carbon=Required (NCR) paper to facilitate student and
staff use. If your school's printing equipment cannu:
handle NCR paper and you cannot afford to have this fe
printed commercially, you can use carbon paper or ask
and students to fill out each of the three copims saparatel
by hand. The form is brief and this need not be too ‘reat
an inconvenience.

In the camera-ready originals, we have set up the Fnma so
it appears three times on a single sheet. Your pr ;
may choose to handle the original differently, but j
are printing it yourself you can print it "three-up" on
standard 8% by 11 paper and cut the forms apart afterwards.




STUDENT AND EMPLOYER INS' CTOR CONTRACT

NAME _

BTE e _Dery ___

EMPLOYER INSTRUCTOR

FIRST APPOINTMENT _____ CILEARNING LEVEL

WEE= (1F . ! & Th E

i H -
i i

H

i
| 1 _ - — I Y

R NS TRUGT GHATURE STUGENT SIGNATURE

if thare are any nagotigted changas 10 this contrdct, nefify your ERS

STUDENY AND EMPLOYER INSTRUCTOR CONTRACT

NAME

-4

i

5}

EMPLOYER INSTRUGCTGR _

_JCAREER EXPLORATION

WEEK (1 Mg i W Te £
|
|
— e - — . e e _ j —

EMPLOYER (NS TRUCTOR SIGNAS TURE STUDENT SIGNATURE

If there are auy negolisted chasges .n This contract, notify your ERS

STUDENT AND EMPLOYER INSTRUCTOR CONTRACT
NAME

SITE __ . o e DFPT

EMPLOYER iMNSTRUCTOR

[ CAREER EXPLORATION

FIRST APPOINTMENT o FICEARN. 4 1 - el
WEEK (it w | '
L. SRS N ,,T.,;. - - _— — s

P MPLOYER INSTHUIGTOR S1GNATURE STUOLNTSIGNATURE

If there are any negotiated changes (1 this contract, notify your ERS

Jey | |
Q A

ERIC
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STUDENT APPLICATI

o]
')

Student ___ ___ . _ . . Dave _ . _

Age Date of Birth ___ Sex Grade Level _

High School Counselor __ N e e

Parent(s) or Guardian(s) . - N ; e

‘Parent(s)'s or Guardian(s)'s Occupation(s)____ _ ) -

Describe in a paragraph your reasons for wishing to be in EBCE:

PARENT PERMISSION

Date _

I have discussed the EBCE program with ___ _ o —
and grant permission for his/her full participation in EBCE.

signature

O

ERIC

Aruitoxt provided by Eic:
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Plegse checXk the answ.ors

Student Questionnaire

“noa rogular b

of vour home

JO directly to quostion 4.)

2. If you answered ves to question 1, what types of work do vou do now or
have you done in the past?

1. [;] To help support my family

2. E;] To earn money for my expenses or for things I want to buy

3. To gain work experience

4. E:] Cther reason (specify)_._ . _ — S ——

What do you expect to be doing one vear after completing high school?

(check one or more answers)

b
"

oooooo

ot

:x on-the-job training program

r to a service acadamy

[
=
i
[}

Going intw roog il ey L vice
=olng

Attending a voco t .nical, trade or business school

(%l

Attending a juni. 5r community college

Attending a four-y:ar céllege OF university

000

~Jd

Working part-time

Other (travel, take a break)

W

I have no idea what '° 1'! be doing
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P

How far do you plan to pursue your formal educ  .on?

1o U
b e . L o

sam) did you
if you did

the actual

]
i
by
m oo
[l
S0
I~
Lo
1
o)
=
te]
ha
o
']
oy
o
[
i
o
3]
o
o
.
e
[
[
i
L
[
n
K
—y
b{
Elu
]
<
o]
=
mt
=
s
pac
T
L]
o
s
L
-
=
[
=
ol
[t
I

Sy

te




10, what community organizations
in? §

L
d you particivate

any .

hy;

11. Or recreational activities,

than 30

0O

§
I~
rr
L

Tege, - Cooble oy,

1)

Some graduate work

Advanced degree (specify) ____ . . ..

s
[

9, [i] Do not know

-

,.
T W
(x
.-
b

EI{I\C | o | ;
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(v}

)

[,

9.

oo
g . ™
=
E
o
i
g
ICr
L]
—

i
u
oot
T
[N
il
W
-y
]
Tl
&
o
i
=
i
-
L)
I
-
m
\
It
[}
I
W
",
i

O oo

oL the 1
for each guestion,)

Lo

*y

Qe aumber

i
e

I wanted

I wanhed
sty e

wanted

[ did not

]

tlowing

"1
:

L

.

1

2]

%

N

Extremely
Important

[Ny

I

.
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Student . _ _ - Date __
Employer Instructeor . R .

site . __ _

Learning Level Ej 5kill Building Level Ej

EI DEMONSTRATES AN UVD;RETANDING OF HIS/HEF ROLE BY:

| Providing orientation to the company

Mak:ing introductions to other people

‘Orienting to faclllt;es L

ET PRQVIDE'S A PRODUCLIVE LEAENQE ‘WIRC)NMENT BY:

Cljrlfylﬁg &XEECESELDH: Df ﬁr;ss/graam;nq
DtklﬂLﬁq :uLEE and pqnctuallty i

BLlng *ﬂﬁgfabtéd in ﬂevelapment of sﬁudEﬁt and

pragram

Being wiliing tg take tlme tc help

Enccurag;ng lﬂdEPED§Eﬂt wgrk on ass;gned tasks

Understand;nq why studént is there

G;v;nq feedback on pe:formancé

Engaufag;ng new and mFdﬁlﬁgful eﬁperlences

Supplying LDmQaﬂyilﬁféfmatl@ﬁ and materials

Comment

’HJ\

AFE

YQU'

Sati f;ed w;th _your present lEafnlng SLte?

Galnlng valuablé learn 11ng exgerlencEs?

Clear on your performance review?

Comment

ADDITIONAL COMMENTS :

-~
-
-

<
o
|

signed



STUDENT EXPERIENCE RECORD

i of the form appearing here is a revised
the form displayed in "Student Records," Student
= yes 103-104. We have changed the layout to
make it easier to complete and interpret. We have also

t e eqq;rements p@rti@f blaﬁk Différént praqfams

More recently, the Tigard EBCE staff has begun to use the
Zone Debriefing form (alss given with these camera-ready
forms) as a cumulative record of student progress over each
zone. The attendance grid 1s the only part of the front
side of the Student Experience Record that is still used.

1

12 ergse side of this form continues to be used at Tigard
to gather summative written comments from staff and for
showing those comménts to parents during reporting periods.

iy

rint enough of these forms ts record each student's progress
over as many action zones as you choose for your schocl y ear.

O

ERIC - o |
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Key

Projects

]

LIFE SKILLS

COMPLETE

Creative Development |
Critical Thinking N
Functional Citizeaship ) -

Personal/Social Development]

Science

Learning Activities

= present
absent

holiday
= complete
= incomplete
late '

]

ZONE TOTAL
TOTAL TO DATE
. RS _
if =



STUDENT EXPERIENCE RECORD (Page Two)

BASIC SKILLS

Signed 5

'EMPLOYER RELATIONS SPECTALIST COMMENTS

B
.

Gy ) Signerd —

OTHER STAFF COMMENTS
3 &

#

PARENT COMMENTS

Signed _

Juy




Student

Address___ = — _

Emergency Phone

TRANSPORTATION AGREEMENT [_J

Driver's License
Personal Auto

Student Car Pool

Employer Vehicle
COMMENTS :

New[] - Returning[J

' pate

[J Metropolitan Bus

O p¥ogram vehicle

[0 volunteer Adult

O other

EXPLORATIONS

Site : Daté% Pac];age Eﬂ@lcyef

__°~ _|s | c| completed | Instructor
2. _ I B I
3. - b _ e
4. N 1 I R
5. _ I . I
6. _ -
7. | I B
B. I B _ .

- Z M — L

e i I e« W T .

Student

Home

Address

Phone

Emergency Phone

TRANSPORTATION AGREEMENT

Obriver's License

(] personal Auto

[J student Car Pool

O Employer Vehicle

COMMENTS :

]

New ]
5

O 00O

Other _

Date_

Returning [J

Metropolitan Bus
Program Vehicle

Volunteer Adult

* EXPLORATIONS

&ite Dates Package Employer
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LEARNING LEVEL

EI | Student |-skil1| _ . |
Site Start End ;,AF‘ Eval. Eval. Dev. Project
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STUDENT PERFORMANCE REVIEW

Student _ , o _ Date 3 )
Employer Instructo o B . B
Site - o o .
Learning Level [j] Ekillﬁsuilaing Level[ij

ATTENDANCE/PUNCTUALITEI
Reports to employer site an tlme
Adheres to establlshed schedule

Camment

ATTITUDE

Understands and. acéegt% respﬂn51blllty
Dbserved emplayer s rules

— —— e

Shaws Lnterest and enthus;asm
Caurtacus, caagaratlve

Judqment 

Cangerned fcr equlpment/pfcéerty

Comment :

LEARNING PRQCESSI o - , ] .

Séekg ﬁppar;unltlﬁs ta learn

Asks qgest;cnd af anr@prlate pe:%an . o j" ) ”,;;

Uses empiover s;te lea:n;ﬂg resources :

Cﬂmﬁent.

PERFéRMANQFI : . e _

Eéglns ass;gned tasks prgmptly

| Uses ér1t1c1sm canstructlvely
Ecmpletes tasks ass;gned

Pragre551vely réqulrés less sggarv131gﬂ
Comment:
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STUDENT PROFILE

Student e e .

CAREER ASSESSMENT: Employer Relations Specialist
Date _ : - _— '
Interest Tests:

BASIC SKILLS ASSESSMENT: Student Ccordinator
Date —
Test Rgsu]ts and Interpretation:

.\\' :

¥

. LIFE SKIL: % /LEARMING STYYLE AéSEssﬁENT;‘ Learning ‘Manager/Student
_Date ____ e .
Interview an) 7:umnents : H




STUDENT TRANSPORTATION AGREEMENT

~

It .5 our understanding ﬂiaﬁ - ; + given our
permission to participate in EJ(PEI‘ZLEHCE“BEEE& Career Educatxcn. will be
roving among various learning sites in the community. He/she has our
permission to drive or to travel only by the means of transpartatlgn checked

below: \
l: Metropolitan b\ps systems Ij Volunteer adult driver
Perscnal or fa:%iily é,utc: :I School cii;;.trigt bus
E ‘Student car Ee;cél ‘ Q, Employer vehicle )
[:] Program vehicle ' [[] other (specify)_ :

g [

i N

Any other means :::f travel, such as hitchhiking, is without the sanction of \
the EBCE program, and the student assumes all risk. :

Date M f{,, e Sigmed: - . ,
. . Father i

Mother

" Student

The prcg:am carries Prlmary llab;l;ty insurance on the EBCE vehicle ta
cover bodily injury and property damage ; secondary liability insurance
covers bodily injury and property damage that may be incurred by stu&ents

transported or driving in other vehlcles. ‘
Staff will be advised of the means of transportation approved by the

-parents of L - -and will not k;mwladgeably cauge: him/
her to be transparted by any other’ means. !

Date R i — . Signed: _____ _ _
: L - Prsg¥am Adnun.zstra tr:u:

Y




STUDENT TRANSPORTATION OPTIONS
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PICK UP
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Student

TRANSPORTATION REIMBURSEMENT REQUEST /

Date Destma@gn B Rate Miles Amount Vé‘iﬁe@
TOTAL

Stude..t

Date Dies’ginatign | Rate | Mites | Amount |verified
\
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TRANSPORTATION REQUEST
(This request must be turned in by 2:30 p.m. ef the day before the first
scheduled run.)

Student ______ . . —— - Date of Hedque:st

DESTINATION: From_____ _ o " To —_—

Time__ - _ Time__ i _

Yes ) No ) Time_ _ e

IMPORTANT : If you are not 'returning in the van, please explain under
COMMENTS .

DAYS: l ] DATES: Frome——— _ To- _
DAYS _ Monday rom

COMMENTS : _ - -
Tuegdéy 5 .
Wednéséay :; ] o . - —_
Thursday B - ) - R -
Friday ] 7 - - _—

TRANSPORTATION REQUEST
(This réguest- must be turned in by 2:30 p.m. of the day before the first
. schedulied run.) o

Student ,/ N B ,,,' ,‘, Date of Request .

DESTINATION: From - To

Time _ - Time______
RETURN:- ) B o -
- . Yes No | __ Time__ _ _ B —

IMPORTANT : If you are not returning in the van, please explain under
COMMENTS.

DAYS: . ' DATES: F R _
: Monday o ATE From To —_—

Tuesday ) o
Wédl{esday - _ _ - —
Thursday | _ ) E— . —

Friday . ]
\‘1 l.:l‘_f T ——— s i‘lj
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Student

Week of __ : - o _

Site - — i . i _ -—

il
]
|
]

Department

Exploration L __ Skill Building

! * Learning ‘Special Placement

I R N
Nonday
Tuesday 7 )
‘Weé?asday 7 7
'Thursday
‘Friday o ) o
TOTAL |____ i

Each day must be filled in.
Turn' this slip inh to your ERS each Friday.

Verified bg _ o -

(employer instructor) /

==g0n | ~ y

WEEKLY TIME REPORT .. .. e

student e _ _ -
Week.of _ ,, — Aﬁ,,f,

site - o -
3 o Department _

Learning [:] Special Placement

7 }iRDﬁ; ngi ~ fﬁér@s ]
Moriday a‘\
Tﬁésdav S B
iWednesday
' thursday
Friday 1 T
T T ToTAL|

Each day must be.filled in.
Turn this slip in. to your ERS each Friday.

Verified by ‘

£

“(employer instructor)
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Student Name. S —— . — — Zone Activities
Completed

Dat

b
|

|
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"‘1 Zone Activities
.| Not Completed

L 7@:;;1%5 HrS ggr;; " COMPLETED | coMPLETED
. ok | needs to THIS ZONE 70 .DATE
improve . )
T Cabﬂgs'rsuici;:si ‘

PROJECTS ) i 7 o

JOURNALS 7 o o

E;PI:D;.ATITCFS 7

E}LPLgRATIC}’N PACKAGES B -

LEARNING 1 szﬂs 7 ; - -

I1IME SLIPS 7

Has the student utllzsed employer sltes adequately this zone?

e I:] wo [

4

3. Has the student negotiated a- Is
learning plan and target dates? dates?

ERS ..o ERS — ”

4. PRESCRIPTION:
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